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Howard Hughes
Medical Institute

www.hhmi.org

The Howard Hughes Medical Institute is a medical research
organization dedicated to biomedical research and education.
Its principal objectives are the advancement of fundamental
knowledge in the biomedical sciences and the application of

that knowledge to alleviate disease and promote health.

Through its grants and special programs, HHMI seeks to
strengthen science education and biomedical research by

supporting current and future leaders to advance scientific
knowledge, develop educational products, and implement

outstanding educational practices.

Research Training Fellowships
for Medical Students

HHMTI’s medical fellowships are awarded to students
enrolled in medical and dental programs in the United
States and are intended to strengthen and expand the nation’s
pool of medically trained researchers. These fellowships
provide funds to help meet fellows’ research-related expenses

and education costs during the research training period.

Fellowships are awarded annually to provide support for one
year of full-time training in fundamental biomedical, clini-
cal, translational, or applied research. The fellowship
includes a stipend, a research allowance to meet the fellow’s
research-related expenses, and a fellow’s allowance to be
used on behalf of the fellow for health care, tuition and fees,

and other research-related expenses.

Information on the fellowship program and eligibility

requirements is available at www.hhmi.org/medfellowships.

Program Policies and
Procedures for Fellows and
Fellowship Institutions
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Program Policies and
Procedures for Fellows and
Fellowship Institutions

TERMS AND CONDITIONS

Fellows and their fellowship institutions agree to
use grant funds provided under this program in a

manner that conforms to

e the Zerms and Conditions document that is
signed by representatives of HHMI and
the fellowship institution;

* the policies and procedures set forth in
this information booklet and in any fur-
ther documents provided by HHMI; and

e all applicable HHMI policies and

procedures.

Fellows and fellowship institutions are urged to
review the information in this booklet carefully
and to consult it before calling HHMI with any

questions.

Fellowship institutions are responsible for comply-
ing with all relevant laws, including those relating
to the receipt and disbursement of grant funds
from HHMI. This includes responsibility for any
reporting or withholding of funds as required by

federal, state, or local laws and regulations.

HHMI reserves the right to terminate a fellowship
if the requirements set forth in the Zerms and
Conditions document and this information book-
let, as well as any other requirements that HHMI
may determine to be necessary, are not met. If a
fellowship is terminated, all required reports must
be submitted, and HHMI may ask that unused
funds be promptly returned.



LOCATION OF STUDY

Fellowship research must be conducted at an aca-
demic or nonprofit research institution in the
United States, excluding the National Institutes of
Health in Bethesda, Maryland. The fellowship
institution need not be the fellow’s medical
school. Fellows are responsible for making all
arrangements for attendance at their chosen insti-
tutions. A fellow may engage in research away
from the fellowship institution (including a non-
U.S. research institution) during the fellowship
term if; in the research mentor’s judgment, such
an arrangement would further the fellow’s train-
ing. The fellow’s mentor must be employed by an
academic or nonprofit research institution in the

United States.

After each annual competition, HHMI notifies
awardees and their fellowship institutions. In most
cases, HHMI designates as the fellowship institu-
tion the university at which a fellow is enrolled
rather than any constituent part, such as a medical
or dental school. An exception is made if the
medical or dental school is listed separately in the
Higher Education Directory (Higher Education
Publications, Falls Church, Virginia).

FELLOWSHIP ADMINISTRATION

Fellowship institutions are required to designate a
fellowship officer, financial administrator, and a
payment administrator for the fellowship program
(the same person may be designated for all three
roles, if appropriate). HHMI must be promptly
notified if there is a personnel change in any of these
roles. Please notify HHMI by sending an e-mail to
grantmed@hhmi.org. (See “Change of Fellowship
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Officer, Financial Administrator, or Payment

Administrator,” page 24.)
Fellowship Officer. The fellowship officer is the

principal point of contact for the fellow, the
financial administrator, the payment administra-
tor, and HHMI staff about any nonfinancial
matters relating to the fellowship program.
Responsibilities include administering the pro-
gram consistently with policies set forth in the
Téerms and Conditions document, this information
booklet, and any additional documents provided
by HHMI. The fellowship officer also confirms
dates for fellowship completions and resignations

and confirms which fellows, if any, are on leave.

Financial Administrator. The financial adminis-
trator is the primary contact for HHMI, the fel-
lowship officer, the payment administrator, and
fellows on all financial matters relating to the fel-
lowship program. In addition, the financial
administrator is responsible for completing and
submitting the annual financial report for every
HHMI medical fellow. Reports to HHMI are due
on October 31 each year. If this responsibility is
shared at any given fellowship institution, the
financial administrator has the final responsibility
for submitting the report to HHMI and is the
person to whom HHMI will come with questions.

Payment Administrator. The payment adminis-
trator has the sole responsibility of receiving the
annual payment on behalf of active HHMI med-
ical fellows and dispersing those funds according-
ly. This includes providing a copy of the payment
letter (which details funding increases and other
key information) and the enclosure listing each
fellow included in the payment to the appropriate
offices at the fellowship institution.

PROGRAM POLICIES AND PROCEDURES



HHMI will notify the fellow of the names and
roles of the fellowship officer, financial adminis-
trator, and payment administrator. The fellow
should direct questions about fellowship matters
to the appropriate person at the fellowship
institution before contacting HHMI.

Arrangements for Fellows from Other Medical
or Dental Schools. If the fellowship institution is
not the fellow’s own medical or dental school, the
fellowship officer must ensure that arrangements
are made to provide the fellow with access to
resources comparable to those available for other
medical or dental students academically enrolled
at the fellowship institution. Such resources may
include library privileges, an e-mail address,
Internet access, parking, and eligibility for group
health insurance.

Terms and Conditions Document. For newly
designated fellowship institutions (i.e., those that
have previously not hosted an HHMI medical
fellow), a Zerms and Conditions document and an
HHMI grant ID number for each medical fellow
are transmitted to the official suggested by the
fellow’s mentor. An official at the fellowship
institution must sign the Zerms and Conditions
document, which incorporates by reference the
policies and procedures detailed in this informa-
tion booklet and in any further documents

provided by HHMIL.

Appendixes to the Zérms and Conditions document
are used to designate the fellowship officer, finan-

cial administrator, and payment administrator.

Any new medical fellows at a fellowship institu-

tion in subsequent years will receive new grant ID
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numbers, and they will be covered under the most
recent 1erms and Conditions document.

Transfer of Fellowship to Another Institution.
Fellows may transfer to another eligible institution
only with the written approval of HHMI. The
request letter, which may be sent by e-mail
(grantmed@hhmi.org), must name the proposed
new fellowship institution and department, speci-
fy the reason(s) for the change, and provide a
transfer timetable. If relevant, the name of the
new mentor must be indicated and the new
research plan described. A transfer will usually be
approved if the fellow’s mentor moves to a new
institution. Transfers for other reasons will be con-
sidered on a case-by-case basis. The fellow is
responsible for informing the fellowship officers,
financial administrators, and payment administra-
tors at both institutions involved in the transfer.

If HHMI approves the transfer of a fellowship,
the original fellowship institution must refund to
HHMI the cumulative remaining balance of the
stipend and allowances no later than one month
after the effective date of the transfer. HHMI will
then transfer the funds to the new fellowship

institution.

A fellow may study or engage in research away
from the fellowship institution during part of the
fellowship term if in the mentor’s judgment such
an arrangement would further the fellow’s research
training. This is not considered a change of fellow-

ship institution.
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SCHOLARLY ACTIVITIES
Area of Research. During the fellowship year,

fellows must be engaged full time in research on
biological processes or disease mechanisms.

Eligible fields include the following:

Biochemistry
Bioinformatics!
Biophysics

Biostatistics

Cell biology
Developmental biology
Epidemiology?
Genetics

Immunology
Mathematical and computational biology
Microbiology
Molecular biology
Neuroscience
Pharmacology
Physiology

Structural biology
Virology

Major Change in Research Plan or Change in
Research Mentor. A major change in the research
plan or a change of research mentor after the fel-
lowship award is accepted requires the approval
of HHMI if the fellowship is to be continued.
Minor changes in the research plan do not need
HHMI approval.

1. For purposes of fellowship eligibility, health services research,
such as computerized diagnosis or treatment algorithms, is
not included in bioinformatics.

2. Research directed toward an understanding of biological fac-
tors relevant to disease distribution in populations or of asso-
ciations with biological factors that may suggest causal
influence and/or prevention strategies.

Information for Medical Fellows and Fellowship Institutions, 2005

Fellows must request approval from HHMI in
writing (hard copy) and notify the fellowship offi-
cer of this request. The letter must include, as
appropriate, the proposed new department, men-
tor, or research plan, along with the reason(s) for
the request and a timetable for the change.

The new research plan should be in the same for-
mat as the research plan submitted in the original
fellowship application. The research mentor must
cosign the letter to indicate endorsement of the
new proposal. If the new research plan is not

approved, the fellow must resign the fellowship.

For a change of mentor, the proposed new mentor
must provide both a letter indicating willingness
to serve as the fellow’s research mentor and the
information required in the Mentor’s Endorse-
ment section of the fellowship application.
Requests to receive research training in a depart-
ment that does not have a formal biological
sciences program will be considered on a case-

by-case basis.

Publications. Fellows are wholly responsible for
the conduct of research and the preparation of
research results for publication within the guide-
lines established by their fellowship institutions.
An acknowledgment of HHMI support must
appear in any publication that is based on the
fellowship research. A suggested format for the

acknowledgment follows:

Jane/John Doe is/was a Howard Hughes Medical
Institute Medical Research Training Fellow.

Fellows should promptly notify HHMI about
forthcoming publications so that HHMI can use
this information in its print or Web publications.

PROGRAM POLICIES AND PROCEDURES
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Intellectual Property Rights. HHMI claims no
rights to any products, materials, inventions (or
associated patents), or writings that might result
from research supported by its fellowship awards.
Fellows should be aware, however, that the federal
government or other parties may acquire such
rights through other support for particular

research.

Responsible Conduct of Research. Fellows are
expected to conduct their research in compliance
with all applicable laws, regulations, and policies
regarding protection of human research subjects,
humane care and use of laboratory animals, and

laboratory safety.

Allegation of Scientific Misconduct. If an allega-
tion of scientific misconduct is brought against a
fellow, the fellow will be subject to the procedures
in place at the fellowship institution. The fellow-
ship institution must notify HHMTI’s vice presi-
dent for grants and special programs of both the
allegation and the procedures that the fellowship
institution will follow to inquire into the allega-
tion. HHMTs vice president for grants and special
programs must be notified of the outcome of
these inquiries.

DURATION OF FELLOWSHIP TERM

The fellowship term is 12 consecutive months and
includes periods of full-time research and inde-
pendent study, whether or not the fellowship
institution is in session, and any short vacation
periods normally scheduled at the institution. Fel-
lows may not undertake medical or dental school
coursework or a clerkship; however, they may
receive academic credit for their research. Fellows

may request permission from HHMI to take a
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graduate school course that is directly related to

their research during the fellowship term.

The term for fellows in the initial year of research
training must begin no earlier than June 1 and no
later than September 1 following notification of
the award.

GRADUATION FROM MEDICAL
OR DENTAL SCHOOL

Fellows must notify HHMI of the completion of
their medical or dental studies whether it occurs
during or after the fellowship term (see “Fellow’s
Annual Progress Report,” page 21, and “Career
Updates by Former Fellows,” page 22). They are
expected to provide HHMI with information
about any new position or affiliation and contact
information. Fellows who subsequently pursue

a Ph.D. degree are asked to inform HHMI of
completion of that degree as well.

RESIGNATION OR TERMINATION

OF FELLOWSHIP

Fellows who terminate fellowship-related activities
at the fellowship institution before the expected
end of the fellowship term are considered to have
resigned. Fellows must notify HHMI (preferably
by e-mail to grantmed@hhmi.org), the fellowship
officer, the financial administrator, and the pay-
ment administrator in writing of their intention
to resign the fellowship, the effective date of the
resignation, and the reason for the resignation.

Fellows who terminate research training at a
fellowship institution before completion of the
expected fellowship term are considered to have

resigned.

PROGRAM POLICIES AND PROCEDURES
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Interruptions resulting from serious illness, dis-
ability, long-term family care, military service,
jury duty, or other approved leave do not consti-
tute resignation (see “Temporary Interruption of
Fellowship,” below). The fellowship institution
may hold fellowship funds, which are to be used
by the fellow on return to fellowship activities.

A stipend is to be paid only for those months
during which the fellow is engaged in fellowship
activities. For a fellow who resigns or otherwise
terminates research training before the expected
fellowship end date, the unpaid portion of the
stipend must be refunded to HHMI within two
months of the resignation. If a fellow resigns or
otherwise terminates research training in the first
six months of a fellowship year, half the amount

of the annual allowances must be refunded to
HHMI.

TEMPORARY INTERRUPTION
OF FELLOWSHIP

Research under the fellowship is expected to be
continuous. However, a leave of absence will nor-
mally be approved for serious illness, disability,
long-term family care (e.g., birth or adoption of a
child, serious illness of a family member, or death
of a family member), military service, and jury
duty. Arrangements should be consistent with the

policies of the fellowship institution. Other

requests will be considered on a case-by-case basis.

Fellows on approved leave will not receive support
from HHMI during that period; however, provi-
sions may be made for reservation of a fellowship
(or the balance of it) and for reinstatement of the

unused portion at a later date.

Information for Medical Fellows and Fellowship Institutions, 2005

Fellows are responsible for notifying the fellow-
ship officer as soon as they become aware of the
need to take leave from their research and for
requesting leave from HHMI as soon as it has
been approved by the fellowship institution. Fel-
lows must make their requests in writing (hard
copy) before the start of a period of leave or as
soon as possible thereafter. The letter requesting

leave must indicate

* the reason leave is requested;

* the expected period for which leave is

requested; and

e the arrangements that have been made
with the fellowship institution for this
period.

The letter must be cosigned by the mentor.
Otherwise a separate letter from the mentor is
required for HHMI approval of leave.

Illness, Disability, or Long-Term Family Care.
In the event of serious illness, disability, or long-
term family care (e.g., birth or adoption of a
child, serious illness of a family member, or death
of a family member) that prevents full-time
fellowship activity, the fellowship institution is
responsible for making arrangements that are con-
sistent with its general policies for dealing with
such events. Generally, HHMI will automatically

approve such leave.

Military Service or Jury Duty. A brief interrup-
tion of a fellowship for authorized military service
or training or for certain activities in lieu of ser-
vice with the regular armed forces will be permit-
ted. Leave for jury duty will also be permitted.

Other Leave. A leave of absence for other reasons,

for a period generally not to exceed one year, may

PROGRAM POLICIES AND PROCEDURES
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be granted, depending on the particular circum-
stances. Requests will be considered on a case-by-
case basis, and in most cases HHMI will follow
the policy set by the fellowship institution with

respect to granting leave.

Vacations. Fellowships do not specifically provide
for a vacation period during the fellowship term.
However, fellows are entitled to short holidays
observed by fellowship institutions, such as winter
holidays, spring breaks, and short between-term
breaks. Holiday time may not be accumulated for
later use. If a fellowship institution should close
for a long time, the fellow is expected to make
arrangements for the use of facilities necessary to
carry out the research supported by the fellowship
award. If this cannot be done at the fellowship
institution, the fellow should make arrangements

to carry out the research elsewhere.

STIPEND AND ALLOWANCES

The fellowship includes a stipend, a research
allowance, and a fellow’s allowance to be used on
behalf of the fellow. There are no dependency
allowances, and HHMI does not provide supple-
mental funding during the fellowship term.

Payment Mechanism. HHMI provides funds to
the fellowship institution, which then pays
stipends directly to fellows according to a schedule
established by the fellowship institution. Fellows
and mentors should contact the financial adminis-
trator for information about the fellowship insti-
tution’s established schedule and procedure for
stipend payments, for tuition payments where

applicable, and for drawing on other allowances.

Information for Medical Fellows and Fellowship Institutions, 2005

HHMI makes annual payments for medical fel-
lows at a fellowship institution. A check is sent in
June as payment on behalf of fellows receiving
support for that fellowship year. Payments, along
with a list of fellows covered by the payments, are
sent to the designated financial administrator (the
fellowship officer and payment administrator are

courtesy copied).

Payments are suspended for fellows on approved

leave.

Stipend. For all fellows, the stipend during the
2005-2006 academic year will be $23,000.
Stipends are to be paid only for those months
during which the fellow is engaged in research
under the fellowship. One hundred percent of the
stipend should be given to the fellow and reported
as such in the annual financial report submitted
by the financial administrator.

Research Allowance. On behalf of each fellow,
HHMI provides an annual research allowance of
$5,500, which should be used for research-related
expenses that directly benefit the fellow. These
expenses include a computer and computer-related
expenses, travel to professional meetings, and
journal subscriptions. The fellow should work in
collaboration with the mentor to determine
appropriate uses for the research allowance por-
tion of the grant funds and to monitor the bal-
ance available. The research allowance should not
be used for general lab supplies for the mentor’s

laboratory.

Fellow’s Allowance. On behalf of each fellow,
HHMI provides the fellowship institution with an
annual fellow’s allowance of $5,500. The first pri-
ority for the use of this allowance is health insur-
ance and medical and dental expenses for the

PROGRAM POLICIES AND PROCEDURES
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fellow. If the fellow chooses, it is also permissible
to use the fellow’s allowance for tuition and regis-
tration fees, medical board exams, and research- or
education-related expenses that directly benefit
the fellow. The fellow should work in collabora-
tion with the fellowship institution to determine
appropriate uses for the fellow’s allowance portion
of the grant funds and to monitor the balance
available. No fellow’s allowance is paid to an
institution that a fellow visits for a brief period

of research.

Examples of inappropriate uses of the allowances
include payment for the fellow’s Internet connec-
tion at home and reimbursement of travel expenses
to residency interviews or medical board exam
sites. Please send an e-mail to grantmed@hhmi.org
if you have any questions regarding the appropriate

use of the allowances.

Supplementary Income. Fellows are not permitted
to supplement the stipend or allowances through
private employment or consulting work, nor may
they receive funds from another external fellow-
ship, scholarship, or similar award. However, the
fellowship institution may supplement the stipend
in accordance with its usual policy for comparable
students. Pay received by a fellow for occasional
attendance at military reserve or National Guard
functions is exempt from these limitations on

supplementation of the fellowship stipend.

Purchases. It is permissible to use funds from the
research and fellow’s allowances to purchase per-
sonal computers and equipment on behalf of a
fellow or a fellow’s research mentor to further the
fellow’s research project. Computer equipment
purchased with fellowship funds becomes the
property of the fellow. Ownership of laboratory

Information for Medical Fellows and Fellowship Institutions, 2005

equipment is determined by the fellowship insti-

tution’s usual policies governing such purchases.

Changes in Stipend and Allowances. HHMI
will advise financial administrators, fellowship
officers, and fellows of any changes in the
amounts of the stipend and allowances at the time
of the June payment; that payment will reflect the
changes. Information about changes may also be
obtained by consulting the program announce-
ment for the medical fellowship competition,
which is updated annually and available on the

Web at www.hhmi.org/medfellowships.

Funds Remaining at the End of the Fellowship
Year or Term. Funds not expended in the year for
which they were budgeted may be carried over to

the next year for continued fellows without
approval from HHMI.

For the research allowance, the mentor may con-
tinue to use any balance remaining at the end of
the fellowship term, even if the fellow does not

continue in research in that laboratory.

Fellows who remain at a fellowship institution fol-
lowing the fellowship term must use any balance
in the fellow’s allowance for education- or
research-related purposes. The fellowship institu-
tion must make every attempt to make these
funds available to the fellow before the fellow
leaves the fellowship institution. If there is a
remaining balance after a fellow leaves the fellow-
ship institution, the funds must be used by the
medical or dental school to benefit current or for-
mer fellows in this program or other medical or
dental students, or to defray education-related

expenses.

PROGRAM POLICIES AND PROCEDURES
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TAX AND OTHER LEGAL
CONSIDERATIONS

Income Tax. Under the Internal Revenue Code,
income received as a scholarship or fellowship
must generally be included in gross income for
federal income tax purposes, unless the funds are
used for tuition and enrollment fees or for books,
supplies, and equipment required for instruction.
Fellows are responsible for establishing the
amount of their taxable income and for making

any required payments of estimated tax.

To assist fellows in understanding their tax liabili-
ties, fellowship institutions are expected to provide
each fellow with a statement of amounts paid to
or on behalf of the fellow. The statement should
include detail that is sufficient to enable fellows to
report their taxable income properly. Financial
administrators are expected to ensure that fellows

receive appropriate information about income taxes.

Fellows should consult with their fellowship insti-
tutions on any questions they may have about
income tax matters, including federal, state, or
local income taxes for which they may be liable.
Fellows who are not U.S. citizens or nationals
may also consult Internal Revenue Service (IRS)
publication No. 519, U.S. Tax Guide for Aliens,
available from the IRS website at www.irs.gov/

pub/irs-pdf/p519.pdf.

The following IRS publication contains further
information that may be of interest to fellows:
Publication 970, Zax Benefits for Education. This
publication can be downloaded from the IRS
website at www.irs.gov/pub/irs-pdf/p970.pdf.

Accounting and Audit. The fellowship institution
must record the receipt of fellowship funds,

together with any expenditures related to the

Information for Medical Fellows and Fellowship Institutions, 2005

fellowship, in a manner (e.g., in a separate ledger
account) that enables HHMI to verify that the
funds received have been expended for the pur-
poses for which the fellowship was awarded.
Records pertaining to each fellowship award,
along with copies of relevant financial reports
submitted to HHMI, must be retained in the
fellowship institution’s files for three years after
completion of the fellowship. HHMI reserves
the right to audit these records during and after
the term of the fellowship or to have an audit

conducted by independent auditors.

REPORTING: FELLOW’S
RESPONSIBILITIES

Current Name and Address. For the duration
of the fellowship period, a fellow must provide
current mailing addresses (school and home), an
e-mail address, telephone numbers (school and
home), and the name and address of a permanent
contact person (someone who is likely at any time
to know the fellow’s current address). Once the
fellowship term begins, the fellow must notify
HHMI promptly, preferably by e-mail
(grantmed@hhmi.org), of any name or mailing
address change, as well as of any change in the

name or address of the permanent contact.

Fellow’s Annual Progress Report. Each year, a
progress report must be submitted to HHMI via
the Annual Progress Report (APR) component of
the Web portal GrantsCentral (www.hhmi.org/
grantscentral). HHMI will send fellows the Web
address for GrantsCentral, their user IDs and
passwords to log into the system, and the date

the report is due.

PROGRAM POLICIES AND PROCEDURES
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Completion of Fellowship. At the end of the fel-
lowship term, fellows must provide final progress
reports or submit career update reports via
GrantsCentral (www.hhmi.org/grantscentral). It is
especially important for HHMI to know about a
fellow’s new position and affiliation and any new
contact information (professional address, tele-

phone number, and e-mail address).

Career Updates by Former Fellows. In accepting
the award, fellows agree to update HHMI at least
annually after the fellowship term about any new
position, affiliation, or contact information (espe-
cially an e-mail address). This reporting is done
through the Alumni Update component of
GrantsCentral (www.hhmi.org/grantscentral). The
information helps HHMI assess the effectiveness
of the fellowship program and inform former fel-
lows about relevant HHMI programs.

Alumni Network. HHMI has developed an
alumni network to foster networking and enhance
a sense of community among current and former
fellows across all HHMI graduate programs. We
want to know what resources would be useful to
alumni and how best to provide them. Please use
the Alumni Update section of GrantsCentral
(www.hhmi.org/grantscentral) to keep your e-mail
address current because we will be periodically
contacting fellows and former fellows. If you are
interested in serving as a representative from your
fellowship year or geographical area, contact us by
e-mail at grantmed@hhmi.org.

Publications. One copy of all publications
derived from research carried out during the term
of the fellowship must be provided to HHMI in
print or PDF format. An acknowledgment of
HHMI support must appear in any publication

Information for Medical Fellows and Fellowship Institutions, 2005

that is based on the fellowship research (see “Pub-

lications,” page 11).

Fellows should promptly notify HHMI about
upcoming publications so that HHMI can use

this information in its print or Web publications.

Notification of Change in Fellowship Status.
Fellows are responsible for notifying HHMI and
their fellowship officers, financial administrators,
and payment administrators regarding changes in
status (see “Transfer of Fellowship to Another
Institution,” page 9; “Area of Research,” page 10;
“Graduation from Medical or Dental School,”
page 13; “Resignation or Termination of Fellow-
ship,” page 13; and “Temporary Interruption of
Fellowship,” page 14).

REPORTING: FELLOWSHIP
INSTITUTION’S RESPONSIBILITIES
Annual Financial Reports. The financial admin-
istrator at the fellowship institution must submit
annual financial reports (via GrantsCentral at
www.hhmi.org/grantscentral) by October 31 to
cover all fellows who have received any HHMI
support during the preceding 14-month reporting
period (June 1 through August 31). For new fel-
lowship institutions, the first reports will be due
October 31 of the year following notification of
the fellowship award. The financial administrator
should collaborate with the appropriate office at
the fellowship institution and ensure the timely
completion and return of the reports to HHMI.
New financial administrators will be notified by
HHMI of the Web address and their user IDs
and passwords for accessing GrantsCentral.

Financial administrators are expected to keep a

PROGRAM POLICIES AND PROCEDURES
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record of their user IDs and passwords in order to

complete their financial reports each year.

Change in Nonprofit Status. The financial
administrator must notify HHMI immediately of
any change or expected change in the fellowship
institution’s status as a nonprofit organization

exempt from federal income tax.

Change of Fellowship Officer, Financial
Administrator, or Payment Administrator. A
written request to HHMI from one of these three
individuals must provide the name and title of a
new fellowship officer, financial administrator, or
payment administrator; the effective date of the
change; mail and express delivery addresses; tele-
phone and fax numbers; and an e-mail address.
The person submitting the request must also pro-
vide his or her name, title, and telephone number.
The request must be made by sending an e-mail

to grantmed@hhmi.org.

OTHER MATTERS

Meeting of Medical Fellows. All fellows are
required to participate in the Meeting of Medical
Fellows, held annually in May at HHMTIs head-
quarters in Chevy Chase, Maryland. They must
give a 10-minute oral presentation on their fellow-
ship research project. Before the meeting, fellows
must submit written abstracts of the research to

be presented at the meeting.

The meeting book, which contains the program
and abstracts, is made available on the Web at
www.hhmi.org/grants/for_grantees (select “Meet-
ings and Reports”).
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HHMI will cover reasonable expenses for travel
and meals related to attendance at the meeting,.
Accommodations will be provided for fellows at
HHMI headquarters in Chevy Chase, Maryland.
The 2006 meeting will begin with a reception and
dinner on Monday, May 8, and adjourn after
lunch on Wednesday, May 10. Fellows are expect-

ed to attend the entire meeting.

In January 20006, fellows will receive a memoran-
dum that provides details about the 2006 meet-
ing. Abstracts for the meeting will be due in early
March 2006.

Relationship with HHMI. HHMTI's relationship
with the fellow and the fellowship institution is
solely one of financial support of the fellow. No
employer-employee or principal-agent relationship
is created through participation in the fellowship
program. HHMI assumes no responsibility for the
research activities supported by the fellowship
program or for research findings or their interpre-

tation.

In addition, HHMI assumes no liability or
responsibility in connection with any fellowship,
other than the responsibility for making fellow-
ship payments in accordance with HHMTI’s poli-
cies and procedures. For example, HHMI assumes
no liability or responsibility to any fellow or the
fellow’s dependents for any compensation for
injury, disability, or death of the fellow during the
term of the fellowship or during travel to or from
the fellowship institution; and HHMI assumes no
liability or responsibility for the payment of com-
pensation for a fellow’s involvement in any acci-
dent or incident that causes injury to other

persons or damage to property.
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The offer and acceptance of a fellowship do not
obligate either the fellow or HHMI in any way
with regard to employment or service of any kind

in the future.

Public Announcement and Attribution. The
fellowship institution may make a public
announcement of a fellowship award. A copy

of any press release or public announcement

should be provided to HHMI.

In any reports, articles, or documents regarding
HHMTI’s medical fellowship program, the full
name “Howard Hughes Medical Institute” must
be used. HHMI is a medical research organiza-
tion, not a foundation, and must not be referred

to as a foundation in any context.

Outreach. Each fall HHMI sends materials on
the fellowship program to the fellowship officer
and asks that the information be publicized and
made widely available to interested faculty, admin-
istrators, and students at the fellowship institu-
tion. The program announcement can be
downloaded from the Web at www.hhmi.org/
medfellowships.
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CONTACTING HHMI PROGRAM STAFF

Correspondence and inquiries regarding HHMI’s
medical fellowship program should be directed to:

Anh-Chi Le, Ph.D.

Program Officer

Graduate Science Education Program

Office of Grants and Special Programs
Howard Hughes Medical Institute

4000 Jones Bridge Road

Chevy Chase, MD 20815-6789

(301) 215-8879 or (800) 448-4882 ext. 8879
Fax: (301) 215-8888

E-mail: grantmed@hhmi.org

Maryrose Franko, Ph.D.

Graduate Science Education Program

Senior Program Officer

Office of Grants and Special Programs
Howard Hughes Medical Institute

4000 Jones Bridge Road

Chevy Chase, MD 20815-6789

(301) 215-8880 or (800) 448-4882 ext.8880
Fax: (301) 215-8888
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