
Whitaker Foundation Guidelines
For Financial Reporting on ResearchGrants

General Instructions
• Thegranteeinstitutionwill keepa specialaccountfor eachproject.
• A no-costextension,up to six months,maybeallowedin thefmalprojectyear,if

requestedin writing. Expendituresofremainingfunds,asbudgeted,areallowed
during this time period. Thepurposeofthisno-costextensionis to completethe
projectandto publishtheresults. If ano-costextensionhasbeenapproved,athird
yearfmancialreportmuststill becompletedatthis time. An additionalfinancial
reportshouldbesubmittedupontheconclusionofthegrant.

• Financialreportsshallbe submittedto theFoundationno laterthantwo monthsafter
theendof eachproject yearusing eitherthe attachedFinancialReportFormor by e-
mailing theFoundationat fmance@whitaker.orgfor an electronicform formattedfor
Excel,completewith formulas.

• If theprincipalinvestigatorleavesthegranteeinstitution,thegrantwill be terminated
and all remainingproject fundsmust be returnedto the Foundation. The principal
investigator is responsiblefor contactingthe original institution to have a fmal
fmancialstatementandarefundchecksentto theFoundation.

WhitakerFoundation FinancialReportFormInstructions

1. WhitakerGrant#: TheWhitakerFoundationResearchGrantnumberthatstartswith
or “TV goeshere.if you do nothavethisnumber,pleasecontacttheFinance

departmentatTheWhitakerFoundation.

2. PrincipalInvestigator:ThenameofthePrincipalInvestigatorontheproject.

3. University: ThenameoftheP1’s institution.

4. ProjectTitle: Thetitle of theP1’s researchproject.

5. GrantYear:Circle thegrantyearfor whichthereportis beingprepared.

6. BudgetCategory:Fill in thebudgetcategoriesaslisted in theapprovedbudget. If you
do nothavetheapprovedbudget,pleasecontacttheFinancedepartment.

7. Column1, Initial Proposal:Fill in thebudgetfiguresaslistedin theapprovedbudget.
If a fmancialreportis submittedin Canadianfunds,theexchangerateusedandits date
shouldbeincludedin thefmancialreport.
• SalariesandFringeBenefitsshouldbebrokenoutwheneverpossible. It is not

necessaryto list eachindividual’ssalaryorseparatetheP1 from OtherPersonnel.
• Travel is limited to theUnitedStatesandCanada.Expendituresmaynotexceed

$1,250peryear.



• indirectcostis limited to 20%of directcosts,excludingequipment,tuition, and
subcontracts.

• if Whitakerfundswereusedto purchaseequipment,alist thatincludesthedateof
purchase,adescriptionofeachitem, andthepurchasepriceshouldbeattachedto the
financialreportform. TheFoundationpermitsthepurchaseofonly onegeneral-
purposedesktopcomputerpergrant,if includedin theapprovedbudget. Whitaker
Fundsmay not be usedto purchaselaptop computersunlessspecialpermission
wasreceivedin advance.

• Tuition shouldbebrokenout from theSalariescategoryandlisted separately
wheneverpossible.

• Subcontracts,if any,aretheresponsibilityofthegranteeinstitution.

8. Column2, Carryover:Thiscolumnonly appliesin yearstwo andthreeofthegrant.
Referto theprioryearreportandfill in thefiguresexactlyasseenin column#6,
Difference.Unlessapprovalhasbeenreceivedby the Foundation, donot re-allocate
the funds. Thecarryoverfundsmustbespentasoriginally budgeted,exceptasallowed
by thebudgetchangeprovisiongivenbelow.

9. Column3, BudgetChange:This column is to be usedto reflectbudgetchangesthat
havebeenrequestedby theP1andapprovedbytheFoundation.If it is desiredto change
thebudgetsignificantly, therequestshouldbemadein writing to theFoundationand
permissionobtainedpriorto makingthechange.A changeis deemedsignificantif a
budgetedline item is overspentby morethan 25%or $3,000. TheTravelbudget
cannotbe increased.

10. Column4, RevisedBudget:Sumofcolumns1 - 3.

11. Column5, FinancialReport:Fill in all expensesfor therecentlyendedgrantyear
only. Thegrantyearin which fmancialcommitmentsweremadeshouldbeusedin
reportingexpenditures.All fundsadvancedby theFoundationshallbeusedsolelyfor
theprojectdescribedin theapplication.

12. Column6, Difference:thedifferencebetweencolumn4, RevisedBudgetandcolumn
5, FinancialReport. Thiscolumnshouldbe usedto determineif any budgetchange
requestsarenecessaryandto seeif arefundneedsto be sentto theFoundation. If a
budgetedline item isoverspentby more than 25% or $3,000,the preparer should
contact the P1 to geta letter ofjustificationfor the over-expenditureand attachit to
the financial report beforesendingit to the Foundation. This columnis alsousedto
fill in column2, Carryoverforthefollowing grantyear.Unexpendedfunds maybe
carriedover from oneyearto thenextwithoutprior permissionif theamountdoesnot
exceed10%ofthegrantamountreceivedforthatyear.Fundsin excessofthecarryover
limit andfundsremainingafterthecompletionoftheprojectmustbereturnedto the
Foundation.

13. Column7, Differenceasapercentofbudget%: Column6/Column4.
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14. Summaryof GrantActivities: Fill in theappropriatefigureshere.

15. Datescoveredby ReportingGrantYear:Fill in theactualdatesofthecurrentgrant
year.

16. FinancialReportCompletedby: Typeyournamehere.

17. Title: Typeyourtitle here.

18. Phone/e-mail:Pleaseprovideuswithyourphonenumberande-mailaddressso that
wewill beableto contactyouwith anyquestionsorproblemsconcerningthereport.

19. Eithermailor e-mailthereportto:

TheWhitakerFoundation
1700N. MooreStreet,Suite2200
Arlington, VA 22209

Or
fmance@whitaker.org

Only theoriginal is necessary.Pleasedo notsendcopies.
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The Whitaker Foundation Guidelines for Administering

BiomedicalEngineering ResearchGrants

General Accounting Guidelines

• All fundsadvancedby theFoundationshallbeusedsolely for theprojectdescribedin
theapplication.

• Thegranteeinstitutionwill keepaspecialaccountforeachproject.
• The grant year in which fmancial commitmentswere made should be used in

reportingexpenditures.
• Includeinformationfor therecentlyendedgrantyearonly.
• Over-expendituresin anybudgetyearcannotbecoveredwith futureyearfunds.
• Travel is limited to the United Statesand Canada. Expendituresmay not exceed

$1250peryear.
• Indirect cost is limited to 20%of direct costs, excluding equipment,tuition, and

subeontracts.
• If Whitaker funds were usedto purchaseequipment,a list that includesthe dateof

purchase,adescriptionofeachitem, andthepurchasepriceshouldbeattachedto the
fmancial report form. The Foundationpermits the purchaseof only one general-
purposecomputerpergrant. WhitakerFundsmay not be usedto purchaselaptop
computersunlessspecialpermissionwasreceivedin advance.

• Subcontractsorsubaccounts,if any,areto beadministeredby theprimarygrantee
institution.

Due Date

Financialreportsshallbe submittedto theFoundationusing theattachedFinancialReport
form no laterthantwo monthsaftertheendofeachprojectyear.

BudgetChanges

If it is desiredto changethebudgetsignificantly, therequestshouldbe madein writing to
theFoundationandpermissionobtainedprior to making thechange.A changeis deemed
significant if a budgetedline item is overspentby 25% or $3,000. The Travel budget
cannotbe increased.

Carryovers

Unexpendedfunds may be carried over from one year to the next without prior
permissionif theamountdoesnotexceed10% ofthegrantamountreceivedfor thatyear.
The carryover fundsmust be spent as originally budgeted,except as allowed by the
budgetchangeprovision. Fundsin excessof thecarryoverlimit mustbe returnedto the
Foundation.

Useof CanadianFunds



If a financialreport is submittedin Canadianfunds, the exchangerateusedand its date

shouldbe includedin thefinancialreport.

ProgressReports

Before a paymentfor a succeedingyearcanbe made,the principal investigatormust
report progressmadeon theproject. Seethe attached‘ProgressReportGuidelines” for
informationaboutthereport’s format andcontent. Threecopiesof thereport should be
sent to the Foundationsix weeks before the end of the grant year. Paymentsfor
succeedingyearswill not be made until the report on progressis approved. The
Foundation,at its solediscretion,mayreduceor discontinueits supportfor theprojectif
progressis judgedunsatisfactory,or if support is receivedfrom other sourcesfor the
sameprojector asimilarproject.

ExcessFunds

Fundsremainingafterthecompletionof theprojectmustbereturnedto theFoundation.

No-CostExtensions

A no-costextensionof up to six monthsmay be allowedin the final project year, if
requestedin writing. Expendituresof remainingfunds,asbudgeted,areallowedduring
this time period. Thepurposeof this no-costextensionis to completetheprojectandto
publishtheresults.If ano-costextensionhasbeenapproved,athird yearfinancialreport
muststill be completedat this time. An additionalfinancialreportshouldbe submitted
upontheconclusionofthegrant.

Final Reports

Thefmal scientificreportmustbesubmittedwithin two monthsaftertheendof thegrant.
Seethe attached“Final ScientificReportGuidelines” for information aboutthe report’s
formatandcontent.

The final financialreportmustbe submittedwithin two monthsaftertheconclusionof
thegrant.

Principal Investigator ResignationsandTransfers

if theprincipal investigatorleavesthegranteeinstitution,thegrantwill be terminatedand
all remaining project funds must be returnedto the Foundation. The principal
investigatormay submita new applicationto theFoundationto continuetheprojectat a
new, eligible institution. The principal investigatoris responsiblefor contactingthe
original institution to have a fmal fmancial statementand a refund checksent to the
Foundation.
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Althoughequipmentpurchasedwithgrantfundsis thepropertyof thegranteeinstitution,
with theapprovalof that institution, that equipmentmay be transferredto theprincipal
investigator’snewinstitution.
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Human and Animal Studies

If the proposedproject involves humanor animal subjects,a copy of the document(s)
with the approvalsof the appropriateinstitutionalreview committee(s)must be sent to
theFoundation. Humanor animal studiesmustnot beundertakenbeforea copyof such
approvalis sentto theFoundation.

Patents

Theprincipal investigatorand granteeinstitutionwill abideby the patentpolicy of the
Foundation. See the attached‘Policy on Patents,Trade Secretsand Copyrights” for
further information.

Attachments

PolicyonPatents,TradeSecretsandCopyrights
ProgressReportGuidelines
Final ScientificReportGuidelines
PrincipalInvestigatorStatusForm
Instructionsfor GrantTransferApplications
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Policy on Patents,Trade Secrets,and Copyrights

Researchsponsoredby TheWhitakerFoundationis intendedto promotetheprogressof scienceandtheuse
of knowledgefor thewelfareof mankind. It isrecognizedthat inventionsanddiscoveriesmayoccurin the
courseof researchsupportedin wholeor in part with funds furnishedby theFoundation. It is thedesireof
thefoundationthat such inventionsanddiscoveriesbeadministeredin sucha mannerthat theyarebrought
intopublic useattheearliestpossibletime andin a mannerthat promotestheir developmentandutilization.
This may best be accomplishedthrough the use of patents,trade secrets,copyrights and licensing
arrangementsin a mannerconsistentwith thepublic interest.

Exceptasprovidedhereafter,theentireright, title and interestto any inventionor discovery,which is or
maybepatentableunderthepatentlawsof theUnitedStatesof Americaor any foreigncountry,andwhich
is conceivedor first actuallyreducedto practicein the courseof performanceundera grant from The
Whitaker Foundation,shall be assignedto andretainedby the institution receivingthe grant, unlessthe
institutionis proscribedfrom doing soby Federallaws or regulationsor the institution,in accordancewith
its patentpolicy, decidesnotto patentor otherwisedevelopthe inventionor discovery. If the institution
decidesnot to patentor otherwisedevelopthe invention, the inventor shall befree to patentor otherwise
developtheinventionsubjectto anyrights that the institution mayretainunderits patentpolicy.

TheFoundationwaivesany ownershiprights in thepatent,or the right to an exclusiveor nonexclusive
licenseto practiceor assign the invention or discovery. The grantingof an exclusiveor nonexclusive
licenseby the institutionto practicethe inventionshall be in accordancewith the institution’s policy on
patents.

In orderto protectpatentrights or tradesecrets,publicationof information aboutthediscoveryor invention
maybe withheld for a reasonableperiodof time,providedthepurposeis to promotethedevelopmentand
utilization of the discoveryor invention in a mannerconsistentwith the public interest. Publication,
however,shallnotbedelayedor withheldmorethan six monthsafterthecompletionof theresearchgrant
from the Foundation,unless the institution has receivedwritten authorizationfrom the Foundationto
withholdor delaypublicationfor a longerperiodof time.

Faculty and staffmembersof the institutions shouldrefrain from allowing commercial intereststo take
precedenceover scientific and academicinterestsin the performanceof researchunder this grant. The
educationof studentsmustnot becompromisedby commercialconsiderations.Institutionsareexpectedto
haveformalsafeguardsfor maintainingthehighestacademicandethicalstandardswhenfacedwith realor
potentialconflictsof interest.

If theprincipalinvestigatororanyotherpersonbeingsupportedunderthis granthasarrangementswith any
other organizations(non-profit or for-profit), other than the institution receiving this grant or the
government,that would affectpatentrights,tradesecretsor copyrightsfor inventionsor discoveriesarising
in whole or in part from the researchsupportedunder this grant, information concerningsuch an
arrangementshall be revealedin writing at the time of the grant application or at the time such
arrangementsare agreedupon. In addition, if the principal investigatorhasany ownershipinterestin a
businessthat couldbenefit from theresearch,or is an employeeof sucha business,this fact alsomustbe
disclosedin theapplicationor assoonastheownershipor employmentrelationshiparises. The disclosure
must include any agreementfor dealing with the patent rights, tradesecrets,copyrights or licenses,
including the allocation of income,royalty or otherwise,derived throughthe commercializationof the
researchresults.

Any principle investigatorof a Foundationgrant or any faculty or staffmembersupportedthereunderis
responsiblefor ensuringthat thereareno clausesin hisor herconsultingor businessagreementsthatwould
conflict with thepatents,tradesecretsandcopyrightspolicy set fourth in this document.
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Biomedical Engineering ResearchGrants
ProgressReport Guidelines

ProgressReportsshouldbelimited to four single-spacedpagesandcontainthefollowing:

• a listof thespecificaimsoftheresearch;
• a description of what hasbeen accomplishedduring the current grant year,

relatingtheaccomplishmentsto thespecificaims;
• an explanationofanydeviationsfrom theoriginal researchplan;
• a list of papersand abstractsthat resulted from The Whitaker Foundation

supportedproject;
• researchandpublicationplansfor theupcomingyear;
• a list of all currentand pending support. If anothergrant is similar to your

Whitakergrant,provideabstract,specificaims,budgetandbudgetjustification.

Attachcopiesof manuscripts,reprints,and abstractsthat resultedfrom this project, and
which were not previously submitted, to ~cii copy of the report. Pleasenote that
WhitakerFoundationsupportshouldbe acknowledgedin all papersthatresultedfromthe
Foundation’ssupportand shouldnotbeacknowledgedin paperswrittenpriorto receiving
fundingor inpapersnotrelatedto thesupportedresearch.

DO NOT INCLUDE any fmancialreportinformationor budgetchangerequestsin the
ProgressReport.

SubmitthreecopiesoftheProgressReportsix weeksprior to theendofthecurrentgrant
year.

Externalscientificreviewersand membersof the Foundationstaff will review Progress

Reports.
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Biomedical Engineering ResearchGrants
Final Scientific Report Guidelines

TheFinalScientificReportshouldconsistofthefollowing:

• A one-pageabstract(layman’sterms)thatincludesthetitle of theproject,the
principal investigator’sname,andadescriptionof

Why theresearchprojectwasundertaken
What researchwasperformedandwhatwasfound
Why theprojectwasimportant

• A completelist ofpapersresultingfrom theproject(submitacopyof any
manuscripts,reprints,andabstractswhichwerenotpreviouslysubmitted)anda list of
papers/posterspresentedat scientificmeetingson thesupportedwork.

• A list of grantsreceivedby theP1,classifiedaseithercontinuationofthesupported
projectornewprojects.

• A completed‘Principal InvestigatorStatusForm” (attached).

SubmitonecopyoftheFinalScientificReportwithin two monthsaftertheendofthe

grant.
TheFoundationalsowould like to receiveacopyofanypapersresultingfromtheproject
andpublishedafterthesubmissionoftheFinal ScientificReportandany change-of-
addressnotificationsfor theprincipal investigator.
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Biomedical Engineering ResearchGrants
Principal Investigator Status Form for Final Report

P1’sName:

PT’s Institution:

P1’s Department:

P1’s CurrentTitle:

Tenured TenureTrack Non-TenureTrack

PromotionsreceivedduringTheWhitakerFoundationsupport:

ResearchAssociateto ResearchAssistantProfessor

Instructorto AssistantProfessor

AssistantProfessorto AssociateProfessor

AssociateProfessorto Full Professor

Other(list) -___________________________

Haveyou changedinstitutionssincereceivingTheWhitakerFoundationsupport?

Yes No

Awardsreceivedduring The WhitakerFoundationsupport:

P1’s Mailing Address:

Telephone:
Fax:
E-mail:
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Biomedical Engineering ResearchGrants
Instructions for Grant Transfer Applications

Applicationsto transferagrantto a new,eligible institutionshouldincludethefollowing:

1) A completedFull ApplicationCoverPage,submittedfrom thenewinstitution.

2) Descriptionofthe reasonfor thetransfer,theexpectedeffectof thetransferon theapplicant’s
career,and theexpectedeffect of the transferon the conductof the research. Describeany
changesin theresearchplan,collaborators,andfacilities.

3) New budgetsheets. The total amount of the funding that can be requestedis the amount
remainingin the award. The principal investigatoris responsiblefor contactingtheoriginal
institutionto havea final financialstatementanda refundchecksentto theFoundation.

4) A budgetjustificationfor equipmentandmajorbudgetitems.

5) A Resourcesand Environmentstatementfor the new institution. The statementshould

includeadescriptionofthefollowing:

Laboratory,clinical, animal,andcomputerfacilities;
Consultant/contractualfacilities andarrangements;
Equipmentavailable;
Supportservices(machineandelectronicsshop,etc..

6) Lettersfromcollaboratorsandconsultantsstatingtheirwillingnessto work on theproject.

7) An updatedBiographicalSketchthat includestheinvestigator’snew position(limited to two
pages).

8) An updatedlist of OtherSupportfor theprincipalinvestigatorandotherkey personnel.

9) An Institutional Commitment statementfrom the departmentchairman describing the
principal investigator’snewappointment. If theprincipalinvestigatorwill not havea tenure-
track appointment,the letter also must describethe degreeof independencethe principal
investigatorwill havein conductingresearchandsupervisinggraduatestudents.

10) An updatedProgressReportfor theproject.

Threecopiesoftheapplicationshouldbe sentto theFoundation.
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