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Larry L. Hillblom Foundation (LLHF) 

 
OUTLINE FOR ANNUAL PROGRESS AND ACCOUNTING REPORTS 

 
YEAR 2008 

 
 

INSTRUCTIONS/REQUIREMENTS FOR ANNUAL PROGRESS AND 
FINANCIAL/ACCOUNTING REPORT(S): 

 
COMPLETE THE FOLLOWING, IN THE ORDER OUTLINED: 
 

  
I. Complete the Hillblom Foundation Progress Report Cover Page, with an 

electronic signature and date. Do not send a scanned copy. The cover page is 
available on the Hillblom Foundation Grant Management System at: 
http://grants.llhf.org        

 
II. Complete the Hillblom Foundation Progress Report Summary Form. 

This form is available at http://grants.llhf.org 
 

a. Human Subjects/Vertebrate Animals 
Indicate whether there are changes to the involvement of human subjects or 
the use of vertebrate animals in the project.  Explain any changes in detail in 
the narrative portion of the progress report.  
 
b. Key Personnel Report 
Record all key personnel including the actual percent efforts (annualized) 
during the reporting period.  Explain in detail any changes to key personnel 
and staffing from what was proposed in the original application and prior 
progress reports.  
 
c. Performance Site(s) and Facilities 
List all of the facilities being used by the Investigator(s); all facilities 
publicizing the name of Larry L. Hillblom or the LLHF as sponsor of the 
research project; and all facilities with “Hillblom” name designation or 
signage supported by this application.  
 
d. Publications, Lectures and Abstracts 
Provide a list of lectures, abstracts and/or publications by the Principal 
Investigator and co-Investigator(s) that are based on research funded by this 
grant.  The PDF files of such publications and any other material deemed 
appropriate must be submitted via the Hillblom Foundation Grant 
Management System (http://grants.llhf.org) and should not be included in 
the body of the annual progress report. The published papers should be 
uploaded individually (in to the “Published Papers” icon) and be 
submitted by the publication title of the paper.  Please note that the LLHF 
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is concerned that publications based on research funded by us expressly 
attribute credit to the LLHF for its funding of the research on which the 
publication is based. 
 

III. Directors Summary Narrative (to be completed by Principal 
Investigator): 
Provide a one page summary for reviewers not trained in science, describing 
the nature of the research being studied, results to date of your research, 
progress made in achieving the purpose(s) of the grant, significant challenges, 
modifications of strategies and implications of your research for future 
treatment of the disease or persons suffering from the disease. 
 

IV. Progress Report Narrative (to be completed by Principal Investigator): 
Provide a detailed progress report and updated research plan (for scientific 
reviewers) using the outline below:    
 
a. Specific Aims (one page maximum) 
List the specific aims or research objectives proposed in the original 
application (or prior progress report). If the aims or objectives have been 
modified, give the revised aims and the reason for the modifications.   List any 
new specific aims for the coming year.  
 
b. Studies and Results (two page maximum) 
Describe the studies directed toward the specific aims or research objectives 
during the previous year and the results obtained. To the extent that specific 
“milestones” were envisioned or specified for the research project, have they 
been met?    

 
c. Significance (one page maximum) 
Summarize the significance of the results to the scientific field and the 
implications of your research for future treatment of the disease or persons 
suffering from the disease. 
 
d. Plans (two page maximum) 
Summarize plans to address the specific aims and research objectives during 
the coming year.  Describe fully any important modifications to the 
original plans, including any changes to the use of human subjects and/or 
vertebrate animals. 
 
e. Timeline (two page maximum) 
Provide an outline of the planned timeline for each of the specific aims during 
the coming year.  

 
V. Salary Support:  

Provide an updated list of all salary support for key personnel, listing all 
current active and pending funding. 
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VI. IF THIS IS YOUR FINAL REPORT, please complete the Hillblom 
Foundation Grantee Profile Form. This form is available at: 
http://grants.llhf.org 

 
VII. Complete the Hillblom Foundation Budget Forms. All required budget 

forms and instructions are available on the Hillblom Foundation Grant 
Management System at: http://grants.llhf.org 

 
a. Proposed Budget For Next Budget Period  
Please provide detailed budget and budget justification, using the Hillblom 
Progress Report Budget Request Form (use a maximum of three additional 
pages for the justification) for the projected budget for next year, if funding is 
renewed. Follow all instructions provided in the Hillblom Budget Request  
Instructions document.  
 
For Start-Up Grants, in the budget justification: describe and quantify any 
financial, or other contributions being provided by the grantee institution (or 
other sources) to the Investigator(s) in the performance of the research project 
which is the subject matter of the grant from the LLHF. Clearly itemize/justify 
the $30,000 per year contribution from the host institution. 

 
VIII. Preliminary Accounting Report to be completed by Grantee (Department 

or Unit Finance Office): 
With the progress report, provide a detailed preliminary expenditure report for 
actual expenses to date using the Hillblom Accounting Report Form. Follow 
all instructions provided in the Hillblom Accounting Report Instructions 
document. The form and instructions are available at: http://grants/llhf.org 
   

IX. Official Accounting Report to be completed by Grantee Institution 
(Accounting or Finance Office): 
Within 60 days after the end of the budget period, provide an official, signed 
expenditure report for the prior year (financial status report) which shall 
include a comparison of budgeted to actual expenses for each budget category 
defined in the approved grant budget.   A revised and final Hillblom 
Accounting Report Form must be provided as an attachment to the institutions 
official financial status report. 
  
IF THIS IS YOUR FINAL REPORT at the end of your multi-year grant, 
include all expenditures of grant funds for the entire three (3) or four (4) 
year term of the grant in a final financial status report (due 60 days after 
the end of the budget period).  Indicate whether there are remaining 
funds which have not been utilized for your project, which should be 
returned to the LLHF.  
 
As written in the original, signed grant agreement “the grantee shall 
return to LLHF any portion of the amount granted which is not used for 
the purposes of the Grant set forth in Section 2 of this Agreement within 
sixty (60) days after the conclusion or termination of the grant.” 
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X. Additional Requirements: 

 
If this grant is renewed, the following must be provided to the Foundation 
before funds can be made available: 

 
1) Signed and dated original of the LLHF Progress Report Cover Page, must 

be mailed to the Hillblom Foundation if you are not able to provide an 
electronically signed and dated version with the progress report 
submission. 

 
2) A copy of the current grant specific Institutional Review Board Approval, 

if applicable. The project title and PI must be referenced in the approval 
letter. 

 
3) A copy of the current grant specific Animal Use and Care Committee 

Approval, if applicable. The project title and PI must be referenced in the 
approval letter. 

 
4) If you are unable to upload electronic (PDF) copies into the Hillblom 

Foundation Grant Management System please provide a list of lectures, 
abstracts and/or publications by the Principal Investigator and co-
Investigator(s), if applicable. Send (by mail) one hard copy of such 
publications and any other material deemed appropriate. 

 
XI. Formatting Requirements (consistent with NIH PHS 398 Guidelines). 

a. Font 
• Use an Arial, Helvetica, Palatino Linotype or Georgia typeface and a 

font size of 11 points or larger. (A Symbol font may be used to 
insert Greek letters or special characters; the font size 
requirement still applies.) 

• Type density, including characters and spaces, must be no more 
than 15 characters per inch. 

• Type may be no more than six lines per inch. 
• Use black ink that can be clearly copied.  
• Print must be clear and legible.  

b. Page Margins 
• Use standard size (8 ½" x 11") sheets of paper. 
• Use at least one-half inch margins (top, bottom, left, and right) for 

all pages, including continuation pages.  
c. Application Paging 

• The application must be single-sided and single-spaced. 
• Consecutively number pages throughout the application. Do not 

use suffixes (e.g., 5a, 5b). 
• Do not include unnumbered pages. 

d. Figures, Graphs, Diagrams, Charts, Tables, Figure Legends, and 
Footnotes 
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• You may use a smaller type size but it must be in black ink, 
readily legible, and follow the font typeface requirement. 

 
XII. Submitting the Annual Progress Report. 

 
Once you have completed these requirements, create a single PDF document 
(remember: the published papers should be uploaded individually in to the 
“Published Papers” icon and be submitted by the publication title of the 
paper.). Using your log-in name and password upload the PDF document into 
the Hillblom Foundation Grant Management System at: http://grants.llhf.org 
 
For your reference, additional detailed instructions and “online help” are 
available on the Hillblom Grant Management System at: http://grants.llhf.org 
or you may contact Lorna Beccaria, RN, CCRC - Chair of the Medical 
Advisory Board at: ljb@llhf.org 
 
 


