Whitaker Foundation Guidelines
For Financial Reporting on ResearchGrants

General Instructions

e Thegrantednstitutionwill keepa specialaccounfor eactproject.

* A no-costextensionupto six months,may beallowedin thefinal projectyear,if
requestedh writing. Expenditure®fremaining funds,asbudgetedareallowed
during thistime period. The purposefthisno-costextensions to completethe
projectandto publishtheresults. If ano-costextensiorhasbeenapprovedathird
yearfmanciareportmuststill be completedatthistime. An additionalfinancial
reportshouldbesubmitteduponthe conclusionofthegrant.

» Financialreportsshall be submittedto the Foundatiomo laterthantwo monthsafter
the endof eachproject yearusing eitherthe attachedrinancialReportFormor by e-
mailing theFoundatiorat fmance@whitaker.orfpr an electronicform formattedfor
Excel,completewith formulas.

« If theprincipalinvestigatoteavesthe granteeinstitution, the grantwill be terminated
and all remainingproject funds must be returnedto the Foundation. The principal
investigatoris responsiblefor contactingthe original institution to have a fmal
fmancialstatemenandarefund checksentto theFoundation.

WhitakerFoundation FinancialReportFormInstructions

1. WhitakerGrant#: The WhitakerFoundatiorResearclGrantnumberthatstartswith
or "TF" goeshere.if youdo nothavethis number pleasecontacthe Finance
departmenat TheWhitakerFoundation.

2. PrincipallnvestigatorThe nameofthe Principal Investigatoronthe project.
3. University: ThenameofthePI's institution.

4. ProjectTitle: Thetitle of thePI's researciproject.

5. GrantYear: Circle thegrantyearfor whichthereportis beingprepared.

6. BudgetCategory:Fill in the budgetcategoriesslisted in theapprovedudget. If you
do nothavethe approvedudgetpleasecontacthe Financedepartment.

7. Columnl, Initial Proposal:Fill in the budgetfiguresaslistedin the approvedudget.

If afmancialreportis submittedn Canadiarfunds,theexchangeateusedandits date

shouldbeincludedin the fmancialreport.

» SalariesandFringe Benefitshouldbebrokenoutwhenevepossible. It is not
necessario list eachindividual's salaryor separatehePI from OtherPersonnel.

» Travelis limited to theUnitedStatesand Canada.Expendituresnay notexceed
$1,250peryear.



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

» if Whitakerfundswereusedo purchaseequipmentalist thatincludeghe dateof
purchaseadescriptionofeachtem, andthepurchasericeshouldbeattachedo the
financialreportform. The Foundatiorpermitsthe purchasefonly onegeneral-
purposaleskiop computempergrant,if includedin the approvedudget. Whitaker
Fundsmay not be usedto purchaséaptop computersinlessspecialpermission
wasreceivedin advance.

» Tuition shouldbebrokenoutfrom the Salariescategoryandlisted separately
whenevepossible.

* Subcontracts, if any, aretheresponsibilityofthegrantednstitution.

8. Column2, Carryover:Thiscolumnonly appliesin yearstwo andthreeofthegrant.
Referto theprioryearreportandfill inthefiguresexactlyasseenn column#6,
Difference.Unlessapprovahasbeernreceivedby the Foundation, donot re-allocate
the funds. Thecarryoverfundsmustbe spentasoriginally budgetedexceptasallowed

by thebudgetthangerovisiongivenbelow.

9. Columng, BudgetChangeThis columnis to be usedo reflectbudgetchangeshat
havebeenrequestethy theP1andapprovedythe Foundation.If it is desiredo change
the budgetsignificantly, therequesshouldbe madein writing to theFoundatiorand
permissionobtainedpriorto makingthechange. A changes deemedsignificantif a
budgetedline item is overspenby morethan 25%or $3,000. The Travelbudget
cannobeincreased.

10. Column4, RevisedBudget: Sumofcolumns! - 3.

11. Columnb, FinancialReport:Fill in all expensefor therecentlyendedyrantyear
only. Thegrantyearin which fmancialcommitmentsveremadeshouldbeusedin
reportingexpenditures.All fundsadvancedy the Foundatiorshallbeusedsolelyfor
the projectdescribedn the application.

12. Column6, Difference:the differencebetweercolumn4, RevisedBudgetandcolumn
5, FinancialReport. This columnshouldbe usedo determinaf any budgetchange
requestarenecessargandto seeif arefundneedso be sentto theFoundation. If a
budgetedline item is overspentby more than 25% or $3,000,the preparer should
contactthe PI to geta letter ofjustificationfor the over-expenditure and attachit to
the financial report before sendingit to the Foundation. This columnis alsousedo
fill in column2, Carryoverforthefollowing grantyear. Unexpendedunds maybe
carriedover from oneyearto thenextwithoutprior permissionf the amountdoesot
exceedl10% ofthegrantamountreceivedforthatyear.Fundsin excessofthe carryover
limit andfundsremainingafterthecompletionoftheprojectmustbereturnedo the
Foundation.

13. Column7, Difference asapercenofbudget%: Column6/Column4.



14. Summaryof GrantActivities: Fill in theappropriatdigureshere.

15. Datescoveredyy ReportingGrantYear: Fill in the actualdatesofthe currentgrant
year.

16. FinancialReportCompletedy: Typeyournamehere.
17. Title: Typeyourtitle here.

18. Phone/e-mailPleas@rovideuswith yourphonenumberand e-mailaddresso that
wewill be ableto contactyouwith anyquestionsor problemsconcerninghereport.

19. Either mailor e-mailthereportto:

The WhitakerFoundation
1700N. Moore Street,Suite2200
Arlington, VA 22209

Or
fmance@whitaker.org

Only theoriginal is necessary.Pleasalo notsendcopies.



The Whitaker Foundation Guidelines for Administering

Biomedical Engineering ResearchGrants

General Accounting Guidelines

« All fundsadvancedby the Foundatiorshall beusedsolely for theprojectdescribedn
theapplication.

» Thegranteanstitutionwill keepaspecialaccounforeactproject.

* The grant year in which fmancial commitmentswere made should be used in
reportingexpenditures.

* Includeinformationfor therecentlyendedgrantyearonly.

» Over-expenditures; anybudgetyearcannobe coveredwith futureyearfunds.

e Travel is limited to the United Statesand Canada. Expendituresmay not exceed
$1250peryear.

e Indirect costis limited to 20% of direct costs, excluding equipment,tuition, and
subeontracts.

e If Whitaker fundswere usedto purchasesquipmenta list that includesthe date of
purchaseadescriptionofeachitem, andthe purchaserice shouldbe attachedo the
financial report form. The Foundationpermits the purchaseof only one general-
purposecomputempergrant. Whitaker Fundsmay not be usedto purchaselaptop
computersunlessspecialpermissionwasreceivedn advance.

e Subcontract®rsubaccountdsf any, areto beadministeredby theprimarygrantee
institution.

Due Date

Financialreportsshallbe submittedo theFoundatiorusing the attachedrinancialReport
form no laterthantwo monthsaftertheend of eachprojectyear.

BudgetChanges

If itis desiredto changdghebudgetsignificantly, the requesshouldbe madein writing to
the Foundatiorandpermissiorobtainedorior to making the change.A changes deemed
significant if a budgetedine itemis overspentby 25% or $3,000. The Travel budget
cannobe increased.

Carryovers

Unexpendedfunds may be carried over from one year to the next without prior
permissionf theamount doesnotexceedl0% ofthegrantamountreceivedfor thatyear.
The carryover funds must be spentas originally budgeted.exceptas allowed by the
budgetchangerovision. Fundsin excessof the carryoverdimit mustbe returnedto the
Foundation.

Useof CanadianFunds



If afinancialreportis submittedin Canadiarfunds, the exchangeateusedandits date
shouldbe includedin the financialreport.

ProgresRkeports

Before a paymentfor a succeedingyear can be made,the principal investigatormust
reportprogressmadeon the project. Seethe attachedProgresReportGuidelines” for
information aboutthereport’s format and content. Threecopiesof the reportshould be
sentto the Foundationsix weeks beforethe end of the grantyear. Paymentsfor

succeedingyearswill not be made until the report on progresss approved. The
Foundationatits solediscretion,mayreduceor discontinueits supportfor the projectif

progressis judgedunsatisfactory,or if supportis receivedfrom other sourcedor the
sameprojector asimilar project.

Excesd~unds

Fundsremainingafterthe completionof the projectmustbereturnedto theFoundation.

No-CostExtensions

A no-costextensionof up to six monthsmay be allowedin the final project year, if
requestedhn writing. Expendituresof remainingfunds, asbudgetedareallowedduring
thistime period. The purposeof this no-costextensions to completethe projectandto
publishtheresults.If ano-costextensiorhasbeenapproved,athird yearfinancialreport
muststill be completedat this time. An additionalfinancialreportshouldbe submitted
upontheconclusiorofthegrant.

Final Reports

The fmal scientificreportmustbe submittedwithin two monthsafterthe endof thegrant.
Seethe attached'Final ScientificReportGuidelines” for information aboutthe report’s
formatand content.

The final financialreportmustbe submittedwithin two monthsafterthe conclusionof
thegrant.

Principal Investigator Resignation@nd Transfers

if the principalinvestigatoteaveghe granteenstitution,thegrantwill be terminatecand
all remaining project funds must be returnedto the Foundation. The principal
investigatormay submita new applicationto the Foundatiorto continuethe projectata
new, eligible institution. The principal investigatoris responsiblefor contactingthe
original institutionto have afmal fmancial statementand a refund check sentto the
Foundation.



Althoughequipmentpurchasedvith grantfundsis the propertyof the granteeinstitution,
with the approvalof that institution, that equipmenimay be transferredo the principal
investigator’snewinstitution.



Human and Animal Studies

If the proposedprojectinvolves humanor animal subjects,a copy of the document(s)
with the approvalsof the appropriateinstitutional review committee(s)must be sentto
the Foundation. Humanor animal studiesmustnot beundertakerbeforea copyof such
approvalis sentto the Foundation.

Patents

The principal investigatorand granteeinstitutionwill abideby the patentpolicy of the
Foundation. Seethe attached‘Policy on Patents,Trade Secretsand Copyrights” for
furtherinformation.

Attachments

Policyon PatentsTradeSecretand Copyrights
ProgresfRkeportGuidelines

Final ScientificReportGuidelines
PrincipalInvestigatoiStatug=orm
Instructionsfor GrantTransferApplications



Policy on Patents, Trade Secrets,and Copyrights

Researclsponsoretdy The WhitakerFoundationis intendedto promotetheprogressof scienceandthe use
of knowledgefor the welfareof mankind. It isrecognizedhatinventionsanddiscoveriesnay occurin the

courseof researctsupportedn wholeor in part with funds furnishedoy the Foundation. It iS the desireof
the foundationthat suchinventionsanddiscoveriesbe administeredn sucha mannethattheyarebrought
intopublic useatthe earliestpossibletime andin amannethat promotegheir developmenéndutilization.

This may best be accomplishechrough the use of patents, trade secrets,copyrights and licensing
arrangements a mannerconsistentvith thepublic interest.

Exceptasprovidedhereafterthe entireright, title and interestto any inventionor discovery,which is or
maybe patentablainderthepatentlawsof the United Statesof Americaor anyforeigncountry, andwhich
is conceivedor first actuallyreducedto practicein the courseof performanceundera grant from The
Whitaker Foundation,shall be assignedo andretainedby the institution receivingthe grant, unlessthe
institutionis proscribedrom doing soby Federalaws or regulationsor the institution,in accordancevith
its patentpolicy, decidesnotto patentor otherwisedevelopthe invention Or discovery. If the institution
decidesnot to patentor otherwisedevelopthe invention, the inventor shall be free to patentor otherwise
developtheinventionsubjectto anyrights that the institution may retainunderits patentpolicy.

TheFoundationwaivesany ownershiprightsin the patent,or the rightto an exclusiveor nonexclusive
licenseto practiceor assignthe invention or discovery. The grantingof an exclusiveor nonexclusive
licenseby the institutionto practicethe inventionshallbe in accordancevith the institution’s policy on
patents.

In orderto protectpatentights or tradesecretspublicationof information aboutthe discoveryor invention
may be withheld for areasonabl@eriod of time, providedthe purposds to promotethe developmentand
utilization of the discoveryor invention in a mannerconsistentwith the public interest. Publication,
however,shallnotbe delayedor withheld morethan six monthsafterthe completionof the researchgrant
from the Foundation, unlessthe institution has receivedwritten authorizationfrom the Foundationto
withhold or delaypublicationfor a longerperiodof time.

Faculty and staffmembersof the institutions shouldrefrain from allowing commercialintereststo take
precedencever scientific and academidnterestsin the performanceof researcrunder this grant. The
educatiorof studentamustnot be compromisedy commercialconsiderations.Institutionsareexpectedo
haveformal safeguard$or maintainingthehighestacademi@ndethical standardsvhenfacedwith realor
potentialconflicts of interest.

If the principalinvestigatoror any otherpersonbeingsupportedinderthis granthasarrangementsvith any
other organizations(non-profit or for-profit), other than the institution receiving this grant or the

governmentthat would affectpatentrights, tradesecretsor copyrightsfor inventionsor discoveriesarising
in whole or in part from the researchsupportedunder this grant, information concerningsuch an

arrangemenshall be revealedin writing at the time of the grant application or at the time such
arrangementsire agreedupon. In addition, if the principal investigatorhasany ownershipinterestin a

businesghat couldbenefitfrom theresearchor is an employeeof sucha businessthis fact alsomustbe

disclosedn the applicationor assoonasthe ownershipor employmentrelationshiparises. The disclosure
must include any agreemenfor dealing with the patent rights, trade secrets,copyrightsor licenses,
including the allocation of income,royalty or otherwise,derivedthroughthe commercializationof the
researchesults.

Any principle investigatorof a Foundationgrant or any faculty or staff membersupportedhereundeis
responsibldor ensuringthat thereareno clausesn his or herconsultingor businessgreementshatwould
conflict with the patentsfradesecretsandcopyrightspolicy set fourth in this document.



Biomedical Engineering ResearchGrants
ProgressReport Guidelines

ProgresReportsshouldbelimited to four single-spacegagesandcontainthe following:

. a listof the specificaims oftheresearch;

. a description of what has been accomplishedduring the current grant year,
relatingthe accomplishment® the specificaims;

. an explanatiorofanydeviationsfrom theoriginal researciplan;

. a list of papersand abstractsthat resulted from The Whitaker Foundation
supportegroject;

. researclandpublicationplansfor theupcomingyear;

. a list of all currentand pending support. If anothergrantis similar to your

Whitakergrant, provideabstractspecificaims,budgetand budgefustification.

Attachcopiesof manuscriptsreprints,and abstractghat resultedfrom this project, and
which were not previously submitted, to each copy of the report. Pleasenote that
WhitakerFoundationsupportshouldbe acknowledgedh all paperdhatresultedfromthe
Foundation’ssupportand shouldnotbe acknowledgedh paperswrittenpriorto receiving
funding orin papersnotrelatedto the supportedesearch.

DO NOT INCLUDE any fmancialreportinformationor budgetchangeequestsn the
Progresfkeport.

Submitthreecopiesofthe Progresskeportsix weeksprior to theendofthe currentgrant
year.

Externalscientificreviewersand membersof the Foundationstaff will review Progress
Reports.



Biomedical Engineering ResearchGrants
Final Scientific Report Guidelines

The Final Scientific Reportshouldconsistofthe following:

A one-pagabstrac{layman’sterms)thatincludesthetitle of theproject,the
principalinvestigatorsname,and adescriptionof

Why theresearclprojectwasundertaken
What researchvasperformedandwhatwasfound
Why theprojectwasimportant

A completdist of papergesultingfrom the project(submita copyof any
manuscriptsteprints,and abstractsvhich werenot previouslysubmitted)and a list of
papers/postenzresentedt scientificmeetingson the supportedvork.

A list of grantsreceivedby the P1, classifiedaseithercontinuationofthe supported
projector newprojects.

A completedPrincipal InvestigatoiStatusForm” (attached).

Submitone copyofthe Final Scientific Reportwithin two monthsafterthe end ofthe

grant.

The Foundatioralsowould like to receivea copy ofany papersresultingfromthe project
andpublishedafterthe submissiorofthe Final ScientificReportandany change-of-
addressotificationsfor theprincipalinvestigator.



Biomedical Engineering ResearchGrants
Principal Investigator Status Form for Final Report

P1'sName:
PT'sInstitution:
P1's Department:

PI’s CurrentTitle:

Tenured TenureTrack Non-TenureTrack

Promotiongeceivedduring TheWhitakerFoundationsupport:
Researchssociateo ResearclssistantProfessor
Instructorto AssistantProfessor
AssistantProfessoto AssociateProfessor
AssociateProfessoto Full Professor

Other(list)

Haveyou changednstitutionssincereceiving TheWhitaker Foundatiorsupport?

Yes No

Awardsreceivedduring The WhitakerFoundatiorsupport:

PI’s Mailing Address:

Telephone:
Fax:
E-mail:



Biomedical Engineering ResearchGrants
Instructions for Grant Transfer Applications

Applicationsto transferagrantto a new,eligible institutionshouldincludethefollowing:

1)

2)

3)

4)

5)

6)

7

8)

9)

A completedrull ApplicationCoverPage,submittedfrom thenewinstitution.

Descriptionofthe reasorfor thetransfer theexpectedeffectof thetransferon the applicant’s
career,and theexpecteceffect of the transferon the conductof the research. Describeany
changesn theresearciplan, collaboratorsandfacilities.

New budgetsheets. The total amountof the funding that can be requesteds the amount
remainingin the award. The principal investigatoris responsibldgor contactingthe original
institutionto haveafinal financialstatementinda refund checksentto theFoundation.

A budgefustificationfor equipmenandmajorbudgetitems.

A Resourcesand Environmentstatementfor the new institution. The statementshould
includeadescriptionofthefollowing:

Laboratory clinical, animal,and computefacilities;
Consultant/contractudhcilities andarrangements;
Equipmentvailable;

Supportservices(machineand electronicsshop, etc..

Lettersfromcollaborator@nd consultantstatingtheirwillingnessto work on theproject.

An updatediographicalSketchthat includestheinvestigator'snew position(limited to two
pages).

An updatedist of OtherSupportor the principalinvestigatorandotherkey personnel.

An Institutional Commitment statementfrom the departmentchairman describingthe
principal investigator'snewappointment. If the principalinvestigatowill not havea tenure-
track appointment,the letter also must describethe degreeof independencéhe principal
investigatomwill havein conductingresearcland supervisinggraduatestudents.

10) AnupdatedProgressReportfor theproject.

Threecopiesofthe applicationshouldbe sentto the Foundation.



