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http://iform.research.usf.edu/login/
http://iform.research.usf.edu/login/register.asp
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 To input a new Internal Form, faculty and/or administrative staff should select the option 

of “New Internal Form.” 

 

 The Instructions page provides basic information on how to fill out and submit the form. 

To begin, click “Continue to Page 1.” 
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 Enter Project Information: 

 Select the purpose of the Internal Form.  

 Provide the FAST Project ID (Account Number), if continuation; Sponsor 

Deadline Date (if applicable), and Previous Proposal number (if any) in the boxes 

indicated.
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 Indicate whether or not the proposal is in response to American Recovery and 

Reinvestment Act (ARRA) funding announcement or a Limited Submission. 

 

 Enter the Project Title (must match title used to obtain IRB approval, if 

applicable); Keywords that best describe the project; and a layman’s description 

of the project. 

 

 Enter the Project Type: Research, Training, or Other. If Other, please specify. 

 

 

 If this research was given a Department of Defense research classification, enter 

the type given: Classified, Unclassified, Unclassified Sensitive, or Not Applicable. 

 

 

 



http://www.research.usf.edu/sr/export/
http://www.tbep.acad.usf.edu/
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 USF World – International Research/Engagement- Does the project have an 

Internal Component? 

 

 Click “Save and Continue” 

 

 Enter Project Investigators (CRAN Level only – this is auto-populated for PIs)  

 Add the Principal Investigator 
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 If there are Co-PIs, Co-Investigators, or Senior Staff (Key Personnel), select the 

option under “Project Investigators” located on the column on the left side of the 

screen.  

 Co-PIs can be added by GEMS ID (Employee ID) or USF email address. 

Click “Add Co-PI.” 

 

 Review, select their role, and click “Confirm.”  

 

 

 A confirmation message is displayed.  

 

 

 

http://www.research.usf.edu/dsr/desk-manual/glossary.asp#K
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 Sponsor and Federal Awards 



http://www.research.usf.edu/dsr/desk-manual/cost-accounting-standards.asp
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 Indicate if this project requires additional space or facilities. If yes, please provide 

a description. Click “Save and Continue.” 

 

 Indicate If your project will use space in either USF Health Byrd Alzheimer's Institute or 

CAMLS. 

 

 Research Computing- Will the project be using USF IT’s Research Computing 

High Performance Computing department? 

 

 Indicate if the budget calls for 

http://www.rc.usf.edu/
http://www.rc.usf.edu/
http://www.research.usf.edu/dsr/docs/Extra_Comp_Guidelines_Research.doc
http://usfweb2.usf.edu/human-resources/employment-center/extra-comp.asp
http://usfweb2.usf.edu/human-resources/employment-center/extra-comp.asp
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 Project Budget 

 Year One Budget Period - Enter the budget information for the Initial Budget 

Period including the start and end dates of the initial budget period, the direct 

costs (rounded to the nearest dollar), the modified total direct cost (MTDC) or the 

total direct costs (TDC), and the Indirect Cost (F&A) Rate.  To determine what 

amount to use for MTDC or TDC, please refer to the Facilities and Administrative 

Cost Rates under “Base.”  The green “View Rates” button provides a link to a 

chart with the indirect cost rates. 

 

 

 Project Period - Enter the budget information for the Project Period including the 

start and end dates of the entire project period, the direct costs (rounded to the 

nearest dollar), the MTDC or TDC, and the Indirect Cost Rate.  If no indirect 

costs are allowed, enter a zero in the indirect cost box. 

 

 

 Once all fields have been completed, click the “Calculate Costs” button. the 

indirect cost and total cost should match the proposal budget. 

http://www.research.usf.edu/dsr/desk-manual/glossary.asp#D
http://www.research.usf.edu/dsr/desk-manual/glossary.asp#D
http://www.research.usf.edu/dsr/desk-manual/glossary.asp#M
http://www.research.usf.edu/manual.asp?id=7107#T
http://www.research.usf.edu/dsr/desk-manual/glossary.asp#I
http://www.research.usf.edu/dsr/desk-manual/glossary.asp#F
http://www.research.usf.edu/dsr/desk-manual/glossary.asp#F
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 Indicate whether or not full indirect costs are being requested. To determine the 

full indirect cost rate for the project type and funding source, refer to the Facilities 

and Administrative Cost Rates.  If full indirect costs are not requested, indicate 

why. Click “Save and Continue.” 

 



http://www.research.usf.edu/dsr/indirect-costs.asp
http://www.research.usf.edu/dsr/indirect-costs.asp
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 Once all fields have been completed for the first distribution, click the “Add F&A” 

button. Repeat the steps for each 

http://www.research.usf.edu/sr/costsharing/
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 Click “Calculate Totals” to populate the totals fields and verify them against the 

budget.  Then click “Save and Continue.” 

 

 Compliance Approvals (attach copies of compliance approval letters) 

 Only the PI can fill out this section. 

 Indicate if this project involves: 

 Biohazards (Toxins, Infectious Agents, Recombinant DNA), the Status 

(approved, closed, exempt, pending), the Approval Date, and Number. 
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 Radioactive Materials, the Status (approved, closed, exempt, pending), 

the Approval Date and Number. 

 

 

 Diving Safety 

 

 

 USF Boating 

 

 

 Human Subjects (Exempt, Expedited, Full, Outside IRB), the Status 

(approved, closed, exempt, pending), the Approval Date, and Number. 
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 Laboratory Animals, the Status (approved, closed, exempt, pending), the 

Approval Date, and IACUC number.  Also indicate whether or not animal 

data will be used to support a FDA submission. 

 

 

 Conflicts of Interests, Outside Activity, and Nepotism 

 Only the PI can fill out this section. 

 Do any Investigators (or their Immediate Family) have a Reportable Financial 

Interest or Relationship on this USF System Research Project? To learn who 

may qualify as an Investigator, an Immediate Family member, or what constitutes 

a Reportable Financial Interest or Relationship, please refer to the USF System 

Policy 0-309 definition of "Investigator", "Immediate Family", or "Reportable 

Financial Interest or Relationship".  

If yes, please disclose the Reportable Financial Interest or Relationship through 

the eCOI online disclosure system via Applications for Research Compliance 

(ARC): https://arc.research.usf.edu/Prod. 

 

 

 

 

http://generalcounsel.usf.edu/policies-and-procedures/pdfs/policy-0-309.pdf
http://generalcounsel.usf.edu/policies-and-procedures/pdfs/policy-0-309.pdf
https://arc.research.usf.edu/Prod


http://files.acad.usf.edu/facprogdev/28152OutsideActivityForm.doc
http://files.acad.usf.edu/facprogdev/28152OutsideActivityForm.doc
http://generalcounsel.usf.edu/policies-and-procedures/pdfs/policy-0-309.pdf
https://arc.research.usf.edu/Prod
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 Investigator Agreement 

 The PI should read the Investigator’s Statement, enter his or her PIN and click 

“Agree.”   
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 Co-PI requests for approval will appear under “Co-Investigator Approval 

Requests” from the User Console.  Co-PIs should review the form, and indicate 

their intent to participate by electronically signing the agreement. 

 Internal Form users may update their user profile, change their password and/or their 

security question or retrieve their PIN from the User Console. 

 CRAN users have additional capabilities/privileges: 

 Department Faculty List displays everyone in the department that has an Internal 

Form system account, their GEMS ID and U
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 If it is rejected, click “Reject”, complete the rejection comments so that the 

PI is aware why it is rejected, indicate the signing level (PI, Chair, Dean), 

enter his or her PIN, and click “Submit Decision.”  The PI will be notified 

that the submission was rejected. 

Timelines 

http://www.research.usf.edu/files/sr/proposal_submission_guidelines.doc
http://www.research.usf.edu/sr/proposal_preparation/
http://www.research.usf.edu/training/PI_Awareness/pia_spa.htm
http://www.research.usf.edu/ReSOURCE/NET/dsr-sra.asp

