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Growth and Expansion – Cancer Research Program

Center Business Office of Ben Towne

2020 2021 2022 2023
7 Bench Programs

Associate Center Director
Seattle Therapeutics Division

12 Bench Programs
Center Director/Division Chief

Protein Therapeutics

13 Bench Programs
First Dry Bench Program (PCAR)

Clinical Division
Clinical Research Coordinators 

68 Bench/Clinical/Population Research 
Programs

Clinical Research Coordinators and Nurses 
Clinical Trial Consortiums – COG and PNOC



Administrative Support
 CRC Team 
  Meeting Support
  Audit/Monitoring Visit 
  Special Guest Visits
  Service Now Ticket 
  Concur Travel
  Maintain the CRC Support budget
 

  

Faculty
  Center Level
  Calendar Support 
  Seminar support 
  Special Guest Visits

  Lab Level
  Calendar Support
  Service Now Ticket
  Capital Equipment
  Concur Travel (PI)
  Egencia Travel (PI)
  Contract/Agreements support including Click data collection and data entry
  New PI Lawson requisitioning for lab supplies
  Support GCAs with signature routing for Cost Transfers

Grant Support
 Proposal Development
 Contract/Agreements support including Click data collection and data entry 
 Bi-monthly Reconciliation Meetings
  Post Meeting – email confirmation that meeting took place, action step email communication, CBO commits to addressing all action steps within 3 weeks 

 of the meeting.
 Cost Transfers
 ETM Editor support
 Affiliate Physician Payroll (APP)
 Level of Effort (LOE) certification open commitments 
 Subcontract Management
 Invoices
 Staff Recruitment - Funding
 iLab

What we do



The tools we use







Proposals, Awards, 
Agreements and 

Contracts

The path we take



SCRI Stages of a grant submission

Submission
OSR 

Deadline

CBO 
leader 

Deadline
3 business days2 business days

9:00AM



SCRI and Ben Towne Stages of a grant 
submission

PI 
communicates 
to CBO intent
to submit and 
provides RFA Submission

Discussion at quarterly 
Portfolio Meeting

6 weeks in advance 
or more

OSR 
Deadline

CBO 
leader 

Deadline
GCA

Deadline

GCA 
provides 
checklist 

with 
deadlines

5 business days 3 business days 3 business days2 business days

If applicable, PI 
works with the 

assigned GCA to 
coordinate an IWA 
waiver should the 
funding source not 

provide full F&A
*This step may involve multiple 

stakeholders and needs to be 
initiated as soon as the F&A 

information is identified

CBO 
Assigns 

GCA

9:00AM

**Subcontract 
Packets are due to 

the GCA/SCRI 2 
weeks prior to the 
OSR deadline for 

inclusion into your 
budget/proposal

**Sub

= Click Email to PI 



 

Application Checklist and Due Dates 
 
PI: Dr. Smith 
Sponsor: NIH        
RFA: PA-XX-XXX 
Sponsor deadline: MM/DD/YYYY  XX:XX PM 
OSR deadline: MM/DD/YYYY  09:00 AM 
CBM deadline: MM/DD/YYYY  09:00 AM 
GCA deadline: MM/DD/YYYY  09:00 AM 

 
Due Date Document  Received Description Notes 
(2 weeks prior to 
funding deadline) 

Budget ☐   

(2 weeks prior to 
funding deadline) 

Budget Justification ☐ No Page Limit  

(GCA Deadline) Project 
Summary/Abstract 

☐ 30 lines of text  

(GCA Deadline) Project Narrative ☐ No more than three 
sentences to describe the 
relevance of the research 
to public health. 

 

(GCA Deadline) NIH Biosketch for all 
key personnel 

☐ Five-page limit per 
Biosketch 

 

(GCA Deadline) Authentication of Key 
Biological and/or 
Chemical Resources 

☐ No page limit  

(GCA Deadline) Facilities and 
Resources 

☐ No page limit  

(GCA Deadline) Equipment (if 
applicable) 

☐ No page limit  

(GCA Deadline) Data Sharing Plan  ☐ No page limit  
(GCA Deadline) Letters of Support  ☐ No page limit  
(GCA Deadline) Vertebrate Animals (if 

applicable) 
☐ No page limit  

(GCA Deadline) Select Agent Research 
(if applicable)   

☐ No page limit  

(GCA Deadline) Resource Sharing Plan ☐ No page limit  
(GCA Deadline) Cover Letter (Optional) ☐ One page   
(GCA Deadline) PHS Assignment 

Request (optional)  
☐   

(3pm-day before 
CBM Deadline) 

Specific Aims ☐ One-page limit  

(3pm-day before 
CBM Deadline) 

Research Strategy ☐ Six-page limit  

(3pm-day before 
CBM Deadline) 

References ☐ No page limit  

 

Link to SF424 Application Guide (Form F) https://grants.nih.gov/grants/how-to-apply-application-guide/forms-f/fellowship-forms-f.pdf 

Attachment Formatting Requirements 
1) Separate WORD/PDF document with ½ inch margins  
2) No headers and footers  
3) In Arial, Helvetica, Palatino Linotype or Georgia font type with font size of 11 or larger. 

Checklist and Email Example








Application Checklist and Due Dates



PI: Dr. Smith

Sponsor: NIH							

RFA: PA-XX-XXX

Sponsor deadline: MM/DD/YYYY  XX:XX PM

OSR deadline: MM/DD/YYYY  09:00 AM

CBM deadline: MM/DD/YYYY  09:00 AM

GCA deadline: MM/DD/YYYY  09:00 AM

		Link to SF424 Application Guide (Form F)

		https://grants.nih.gov/grants/how-to-apply-application-guide/forms-f/fellowship-forms-f.pdf



		Attachment Formatting Requirements

		1) Separate WORD/PDF document with ½ inch margins 

2) No headers and footers 

3) In Arial, Helvetica, Palatino Linotype or Georgia font type with font size of 11 or larger.







		Due Date

		Document 

		Received

		Description

		Notes



		(2 weeks prior to funding deadline)

		Budget

		☐		

		



		(2 weeks prior to funding deadline)

		Budget Justification

		☐		No Page Limit

		



		(GCA Deadline)

		Project Summary/Abstract

		☐		30 lines of text

		



		(GCA Deadline)

		Project Narrative

		☐		No more than three sentences to describe the relevance of the research to public health.

		



		(GCA Deadline)

		NIH Biosketch for all key personnel

		☐		Five-page limit per Biosketch

		



		(GCA Deadline)

		Authentication of Key Biological and/or Chemical Resources

		☐		No page limit

		



		(GCA Deadline)

		Facilities and Resources

		☐		No page limit

		



		(GCA Deadline)

		Equipment (if applicable)

		☐		No page limit

		



		(GCA Deadline)

		Data Sharing Plan 

		☐		No page limit

		



		(GCA Deadline)

		Letters of Support 

		☐		No page limit

		



		(GCA Deadline)

		Vertebrate Animals (if applicable)

		☐		No page limit

		



		(GCA Deadline)

		Select Agent Research (if applicable)  

		☐		No page limit

		



		(GCA Deadline)

		Resource Sharing Plan

		☐		No page limit

		



		(GCA Deadline)

		Cover Letter (Optional)

		☐		One page 

		



		(GCA Deadline)

		PHS Assignment Request (optional) 

		☐		

		



		(3pm-day before CBM Deadline)

		Specific Aims

		☐		One-page limit

		



		(3pm-day before CBM Deadline)

		Research Strategy

		☐		Six-page limit

		



		(3pm-day before CBM Deadline)

		References

		☐		No page limit

		











Ben Towne stages of an agreement 
submission OSR 

Reviews Agreement, 
negotiates with counterparty 

(if applicable) and provides, via 
Click, fully executed agreement 

back to Ben Towne CBO

Admin completes 
Click application 

and obtains 
required Ancillary 

Approvals (CBO 
Leader/PI)

PI provides CBO 
Admin Agreement 

template or 
counterparty contact

Admin 
coordinates with 

PI agreement 
content

7 business days

= 1.Weekly Outlook 
Email to PI with 

Status
2.Update provided 

during the recon mtg



Stages of a Clinical Trial submission
OSR 

Reviews Agreement, negotiates 
with counterparty (if applicable) 

and provides, via Click, fully 
executed agreement back to Ben 

Towne CBO and CRSO

CBO completes Click 
application and 
obtains required 

Ancillary Approvals 
and submits for OSR 

review

CBO leader and CBO 
GCA attend budget 
meetings with PI, 
Study Team and 

CRSO Team

CBO Receives PI and 
CRSO approved 

Internal budgets and 
study team Redcap 

Clinical trial 
Documents

3 business days

CBO Provides PI/CRC 
Clinical Trial Click 
Questionnaire by 
email for PI/CRC 

feedback



Portfolio 
Management

Proposals, Awards, 
Agreements and 

Contracts

The path we take









Children’s Oncology Group Consortium



Portfolio 
Management

Programmatic and 
Clinical Staff 

Management

Proposals, Awards, 
Agreements and 

Contracts

The path we take





Portfolio 
Management

Programmatic and 
Clinical Staff 

Management

Proposals, Awards, 
Agreements and 

Contracts

Moving from 
Reactive to 
Proactive

The path we take





Andrea 
Abercrombie

 Administrative 
Assistant Sr.

Noelle Matthews
 Administrative 

Assistant Sr.

Maria Hernandez
 Director

Nicola Barnes
 Business Manager

Paula Price (GA)    
Sr. Grant & 
Contract 

Administrator

Colie Pilling 
Grant & Contract 

Administrator

Annie Feng 
Grant & Contract 

Administrator

Patricia May-
Archuleta (FL)

 Grant & Contract 
Administrator

Cynthia 
Willingham (GA)
Grant & Contract 

Administrator

Danielle       
Gilmore (TX) 

Grant & Contract 
Administrator

David 
Fernandez (FL) 

Grant & Contract 
Administrator

Lisa Kresl  
Grant & Contract 

Coordinator

Caitlin Wolf
Grant & Contract 

Coordinator

Kris Rushing
 Executive 

Assistant for Dr. 
Loh

Kat Reigle
 Administrative 

Assistant Sr.

Angela Bach
 Administrative 

Assistant Sr.

Ben Towne Center 
Business Office



Ho p e . Ca re . Cu re .
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