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.

Gilliam Fellowships for Advanced Study

www.hhmi.org/gilliam

The training of scientists and engineers has long been a cornerstone of
public science policy. HHMI has invested and continues to invest sub-
stantially in graduate and medical research education through the
direct support of fellowship and training programs. HHMI’s Gilliam
Fellowships for Advanced Study program promotes excellence in
biomedical or related scientific or engineering research by helping
potential researchers with exceptional promise obtain high-quality

graduate education.

HHMI will award up to five Gilliam fellowships each year. These
fellowships have been named in honor of the late James H. Gilliam Jr.,
a charter Trustee of HHMI who was committed to fostering a diverse

scientific community.
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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 any further

documents provided by HHMI; and
* 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 contacting HHMI with 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 for unused

funds to be promptly returned.

LOCATION OF STUDY AND
FELLOWSHIP ADMINISTRATION
Institutional Affiliation. After accepting a Gilliam
fellowship, each awardee must designate a fellow-
ship institution before any payment can be made.
Fellows may choose any U.S. institution of higher
education that offers a Ph.D. or an equivalent

advanced degree in the science or engineering
disciplines. In special cases, a fellowship recipient
may request permission from HHMI to choose a
foreign fellowship institution. Fellows are respon-
sible for making arrangements for attendance at
their chosen institutions and for obtaining any
necessary passports or visas. In most cases, HHMI
designates as the fellowship institution the univer-
sity at which a fellow is enrolled rather than any
constituent part, such as a medical school. When
a fellow informs HHMI of his or her choice of
fellowship institution, HHMI begins the adminis-
trative process to set up the fellowship at that

institution.

Terms and Conditions Document. For designat-
ed fellowship institutions, a Zerms and Conditions
document and an HHMI grant ID number for
each Gilliam fellow are transmitted to the dean of
graduate studies (or a comparable official). An
official at the fellowship institution must sign the
Terms and Conditions document, which incorpo-
rates by reference the policies and procedures

detailed in this information booklet and any
further documents provided by HHMI.

Fellowship Officer and Financial Administrator.
Fellowship institutions are required to designate

a fellowship officer and a financial administrator
for the Gilliam fellowship program (they may be
the same person). Appendixes to the Zerms and
Conditions document are used to designate the

fellowship officer and financial administrator.

The fellowship officer is the principal point of con-
tact for the fellow, the fellowship institution, and
HHMI on most matters relating to the fellowship
program. Responsibilities include administering
the program consistently with the policies set
forth in the Zerms and Conditions document, this

information booklet, and any additional documents
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of the fellowship, HHMI will not provide the vis-

ited institution with an institutional allowance.

Changes in Stipend and Allowances. HHMI
will advise financial administrators, fellowship
officers, and fellows of any changes in the
amounts of stipends and allowances at the time of
the September payment; that payment will reflect
those changes. Continuing fellows must receive
any announced increases on the anniversary of

their fellowship start date.

Funds Remaining at the End of Fellowship Year
or Term. Funds not expended in the year for which
they were budgeted may be carried over to the
next year without approval from HHMI. How-
ever, once a fellow resigns, any remaining stipend
(prorated monthly) or institutional allowance
must be refunded to HHMI. Fellows may have
access to the remainder of the fellow’s allowance.
Refunds of the stipend and allowances must be
made to HHMI within two months of the resig-

nation.

TAX AND OTHER LEGAL
CONSIDERATIONS

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 that is required

by federal, state, or local laws and regulations.

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.

Information for Gilliam Fellows and Fellowship Institutions, 2009

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. The financial
administrator must ensure that required informa-

tion relevant to income taxes is sent to fellows.

Fellows should consult their fellowship institu-
tions with 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, nationals, or
resident aliens may be affected by federal income
tax withholding requirements imposed on the fel-
lowship institutions or by income tax treaties. For
further information, such fellows may 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.
IRS Publication 970, Zax Benefits for Education,
available from the IRS website at www.irs.gov/
pub/irs-pdf/p970.pdf, contains further informa-

tion that may be of interest to fellows.

Accounting and Audit. The fellowship institu-
tion must record the receipt of fellowship funds,
together with expenditures related to the fellow-
ship, 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 sub-
mitted to HHMI, must be retained in the fellow-
ship 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 made

by independent auditors.
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REPORTING: FELLOW’S
RESPONSIBILITIES

Current Name and Address. New fellows must
provide current mailing and e-mail addresses and
a telephone number (home and school), the name
and address of a permanent contact person (some-
one who is likely at any time to know the fellow’s
current address), and office and home addresses
for the fellowship period. Once the fellowship
term begins, the fellow must notify HHMI
promptly of any change in name or mailing
address, as well as of any change in the name or

address of the permanent contact.

Fellow’s Annual Progress Report. Each fellow
must submit an annual progress report to HHMI
via GrantsCentral (www.hhmi.org/grantscentral)
by October 1. HHMI will send fellows the Web
address for GrantsCentral and their user IDs and
passwords to log into the system. Each progress
report covers the period from September 1 through
August 31. For the first year of the fellowship
term, fellows must report on the period from the
start of the fellowship through August 31.

The annual progress report includes a section in
which fellows can provide details about mentoring,
developing course materials, and other activities
that promote science literacy and serve the scien-
tific and education communities. HHMI strongly
encourages fellows to participate in such activities

and to describe them in the progress report.

Completion of Fellowship. At the end of the
fellowship term, fellows must provide a final
progress report via GrantsCentral. It is especially
important for HHMI to know about a fellow’s
new position and affiliation and any new contact
information (professional address, telephone

number, and e-mail address).

Alumni Updates. In accepting the award, fellows
agree to update HHMI after the fellowship term
about any new position, affiliation, or contact

information (especially an e-mail address). This
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reporting is done through the Alumni Update sec-
tion of GrantsCentral. The information helps
HHMI assess the effectiveness of the fellowship
program and inform alumni about relevant
HHMI activities. We also want to hear about the
activities of alumni with respect to promoting sci-
ence literacy and serving the scientific and educa-
tion communities. Fellows can expect to receive
periodic e-mails from the HHMI Alumni Net-
work (alumni@hhmi.org).

Publications. A copy (electronic copies are
acceptable) of all publications derived from
research carried out during the term of the fellow-
ship must be provided to HHMI. An acknowl-
edgment of HHMI support must appear in any
publication that is based on the fellowship
research (see “Publications,” page 4).

Fellows should promptly notify HHMI about
forthcoming publications so that HHMI may use

this information in its print or Web publications.

Notification of Change in Fellowship Status.
Fellows are responsible for notifying HHMI
regarding changes in status. See “Transfer of Fel-
lowship to Another Institution,” page 4; “Area of
Research,” page 4; “Resignation of Fellowship,”
page 5; “Completion of Degree,” page 6; and
“Temporary Interruption of Fellowship,” page 6.

REPORTING: FELLOWSHIP
INSTITUTION’S RESPONSIBILITIES
Confirmation of Eligibility for Continuation
of Fellowship. Before each September payment,
HHMI sends eligibility confirmation reports to
the fellowship officer. The fellowship officer must
complete a form that verifies the eligibility of each
Gilliam fellow for continuation of the award. On
this form the fellowship officer must also confirm
the actual starting date for new fellows (based on
the first stipend payment by the fellowship insti-
tution), confirm dates for fellowship completions
or resignations that have occurred since the previ-
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ous eligibility confirmation, and confirm any fel-

lows who are on leave.

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 Gilliam fellows who have received any
HHMI support during the reporting period (Sep-
tember 1 through August 31). For new fellowship
institutions, the first report will be due October 31
of the year following notification of the fellowship
award. The financial administrator is to collabo-
rate 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 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 or Financial
Administrator. A written notice to HHMI must
provide the name and title of a new fellowship
officer or financial administrator, the effective date
of the change, mail and express delivery addresses,
telephone and fax numbers, and an e-mail address.
The person submitting the notice must also pro-

vide his or her name, title, and telephone number.

MEETING ATTENDANCE

Gilliam Fellows’ Meeting. Fellows are expected
to attend the Gilliam Fellows” Meeting in the
spring, before beginning their fellowship. The
meeting will take place at HHMI headquarters in
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Chevy Chase, Maryland. The 2008 meeting will
be held on May 14-15 (immediately followed by
the EXROP Meeting). Fellows will subsequently
be required to attend the Gilliam and EXROP
meetings every other year during the fellowship

term.

Exceptional Research Opportunities Program
(EXROP) Meeting. Fellows will be expected to
attend the EXROP meeting the year that they
receive the award. The 2009 meeting will be held
on May 15-16 (immediately following the
Gilliam Fellows” Meeting). At the meeting, fellows
will be expected to take a leadership role, such as
serving as a panelist in a discussion on applying
for graduate school, leading a discussion on grad-
uate student life, or chairing a scientific session.
At the end of the fellowship term, fellows will be

asked to present their dissertation research.

Other Meetings. Fellows will also be invited to
attend other meetings if they wish, such as the
meetings of HHMI Interfaces and Med into Grad
scholars, which can provide opportunities for fel-
lows to network and share their experiences.

HHMI will cover reasonable expenses for travel,
accommodation, and meals related to attendance
at HHMI meetings.

OTHER MATTERS

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-
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ship payments in accordance with HHMI'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.

The offer and acceptance of a fellowship do not
obligate ecither 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 Gilliam fellowship program, the full
name “Howard Hughes Medical Institute” must
be used. HHMI is a medical research organization,
not a foundation, and must not be referred to as a

foundation in any context.
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CONTACTING HHMI PROGRAM STAFF

Requests, notifications, inquiries, and other corre-
spondence regarding HHMTI's Gilliam fellowship
program should be directed to:

Maryrose Franko, Ph.D.

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

E-mail: gilliam@hhmi.org

Leny Bautista

Program Assistant

Office of Grants and Special Programs
Howard Hughes Medical Institute

4000 Jones Bridge Road

Chevy Chase, MD 20815-6789

(301) 215-8511 or (800) 448-4882, ext. 8511
Fax: (301) 215-8888

E-mail: gilliam@hhmi.org
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