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General Notes 
 
Questions and comments regarding the governance and operational guidelines for the CTSA Program 
Groups should be directed to NCATS_CTSA_Program@mail.nih.gov. 
 
Revisions of this Document: 

 
October 2019: Initial release 
 

Glossary / Definitions 
 

Abbreviation Definition 

CC CTSA Program Coordinating Center 

CD2H CTSA Program Data to Health Coordinating Center 

CO Coordinator 

Community 
Member  

A member of the community that includes all stakeholders connected to 
clinical and translational research.  Communities may include but are not 
limited to non-profit or industry entities engaged in translational research, and 
might include disease advocacy groups, local health providers, community-
based organizations, and other national or local communities. 

CTSA Clinical and Translational Science Awards 

DCI Division of Clinical Innovation 

DF Discussion Forum 

EC Enterprise Committee 

IOM Institute of Medicine 

NCATS National Center for Advancing Translational Sciences 

PI Principal Investigator as named in the U award 

SC Steering Committee 

WG Working Group 

 
 
 
 
 
 
 
 
 
 
 

mailto:NCATS_CTSA_Program@mail.nih.gov?subject=CTSA%20Program%20Groups%20Guidance%20Document
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Guidance for CTSA Program Steering Committee and Other Groups  
 
A variety of CTSA Program Groups were established to execute the recommendations of the NCATS 
Advisory Council Working Group on the IOM Report on the CTSA Program (see report here).    

 

Objectives of CTSA Program Groups: 

 Focus on short- and long-term needs with the goal to enable translational science and provide 
patients with access to treatment more quickly 

 Provide a structure where measurable objectives of the strategic goals of the CTSA Program can 
be undertaken 

 Inclusive process where all Hubs can participate and have access 

 Foster communication and collaboration at all levels 

 Discrete objectives, timelines and deliverables for every activity 

 

Figure 1: Overview of the CTSA Program Groups 
 

 
 

The purpose of the Steering Committee (SC) is to enable bidirectional information and idea sharing 
between the CTSA Program Principal Investigators (PIs), Administrators and NCATS leadership regarding 
all aspects of the CTSA Program and the field of clinical and translational science.  For more information 
on Steering Committee Roles & Responsibilities, please view the Steering Committee Roles & 

Responsibilities document.  For more information see: https://clic-ctsa.org/groups/steering-committee  

 

CTSA Program support enables research teams including scientists, patient advocacy organizations and 
community members to tackle system-wide scientific and operational problems in clinical and 
translational research that no one team can overcome.  To accelerate the advances in clinical and 
translational science a robust infrastructure of groups has been developed.  As it is not expected that 
every hub should have the expertise or capability to address all translational science issues, these 

groups come together to communicate and collaborate to meet the expectations that the aggregate 

https://ncats.nih.gov/files/CTSA-IOM-WG-report-5-2014.pdf
https://clic-ctsa.org/governance-guidelines-policies/ctsa-program-steering-committee-roles-and-responsibilities
https://clic-ctsa.org/governance-guidelines-policies/ctsa-program-steering-committee-roles-and-responsibilities
https://clic-ctsa.org/groups/steering-committee
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program can and should be able to address these issues.  The CTSA Program Groups are 1) Consortium 
Groups, 2) Enterprise Committees, 3) Discussion Forums and 4) Working Groups. 

 

1) Consortium Groups 
 

The Consortium Groups includes individuals from the hubs that have expertise in the subject matter of 
the group.  This includes the Communication Officers, Administrators, KL2 PI/Directors and the TL1 
PI/Directors:   
 

Communications Officers  
 
The purpose of the Communications Officers Group is to facilitate communication of the 
Communication Officers from the CTSA Program with each other and with NCATS regarding 
communication strategies and approaches.  Program Staff from the NCATS Office of 
Communications interfaces with this group to align the Center’s communication strategies and 
goals with the local hub.  There is a bidirectional reporting and communication structure 
between NCATS and the Communication Officers through the maintenance of a Communication 
Officers listserv managed by NCATS.  Teleconferences are held on a quarterly basis and an 
annual face-to-face meeting are organized and supported by NCATS and the CTSA Program 
Coordinating Center.  Membership in the CTSA Program Communications Officers Group is 
voluntary.  The Communication Officers are typically those representatives of the CTSA Program 
hub who perform communication related activities.  The term of the membership is variable as 
the membership is voluntary and there is no set limit on the membership.   
 
For more information see: https://clic-ctsa.org/groups/communicators-group  

 
Administrators  
 
The purpose of the Administrators Group is to facilitate communication of the Administrators of 
each hub with each other and with NCATS regarding administrative topics related to the 
management of the hubs.  There is a bidirectional reporting and communication structure 
between NCATS and the Administrators through the maintenance of listservs; one managed by 
NCATS for broad information dissemination and one managed by the CTSA Program 
Coordinating Center for the Administrators CTSA Program Coordinating Center-supported 
meetings.  The NCATS listserv is self-subscribed and the CLIC listserv requires approval and 
allows appointment of up to two administrators per hub.  The CTSA Program Coordinating 
Center provides support for meetings to occur every other month and one annual face-to-face 
meeting.  Membership of the CTSA Program Administrators Group is voluntary.  The 
Administrators Group is comprised of those representatives of the CTSA Program hub who 
perform administrative related activities.  The term of the membership is variable as the 
membership is voluntary and there is no set limit on the membership.  There is 1 Administrator 
on the CTSA Program Steering Committee. See Steering Committee Roles & 
Responsibilities document for more information. 
 
For more information see: https://clic-ctsa.org/groups/administrators  
 

https://clic-ctsa.org/groups/communicators-group
https://clic-ctsa.org/governance-guidelines-policies/ctsa-program-steering-committee-roles-and-responsibilities
https://clic-ctsa.org/governance-guidelines-policies/ctsa-program-steering-committee-roles-and-responsibilities
https://clic-ctsa.org/groups/administrators
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KL2 PI/Directors  
 
The KL2 PIs/Directors Group exists to serve as an avenue for communication across the CTSA 
Program consortium. Its goal is to create a community of individuals with shared goals and 
responsibilities with the intent to foster the sharing of experiences and best practices, providing 
an avenue to discuss pertinent topics, and lend opportunities to act in unison in addressing 
challenges collaboratively. The CTSA Program Coordinating Center provides support for 
meetings to occur every other month and one annual face-to-face meeting. The KL2 PI/Directors 
Group is comprised of PIs and Directors of CTSA Program KL2 grants. There is 1 KL2 PI on the 
CTSA Program Steering Committee. See Steering Committee Roles & Responsibilities document 
for more information. 
 
For more information see: https://clic-ctsa.org/groups/kl2-pidirectors-group  
 
TL1 PI/Directors  
 
The TL1 PIs/Directors Group exists to serve as an avenue for communication across the CTSA 
Program consortium. Its goal is to create a community of individuals with shared goals and 
responsibilities with the intent to foster the sharing experiences and best practices, providing an 
avenue to discuss pertinent topics, and lend opportunities to act in unison in addressing 
challenges collaboratively. The CTSA Program Coordinating Center provides support for 
meetings to occur every month and one annual face-to-face meeting. The TL1 PI/Directors Group 
is comprised of PIs and Directors of CTSA Program TL1 grants.  There is 1 TL1 PI on the CTSA 
Program Steering Committee. See Steering Committee Roles & Responsibilities document for 
more information. 
 
For more information see: https://clic-ctsa.org/groups/tl1-program-directors-consortium  

 

Figure 2: Enterprise Committees, Discussion Forums and Working Groups 
 

 

https://clic-ctsa.org/governance-guidelines-policies/ctsa-program-steering-committee-roles-and-responsibilities
https://clic-ctsa.org/groups/kl2-pidirectors-group
https://clic-ctsa.org/governance-guidelines-policies/ctsa-program-steering-committee-roles-and-responsibilities
https://clic-ctsa.org/groups/tl1-program-directors-consortium
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2) Enterprise Committees  
 
The Enterprise Committees (EC) advance CTSA Program objectives in high priority areas in clinical and 
translational science through the following activities:  
 

 Promote collaboration and innovation across key areas 

 Provide an open forum for broad, domain-focused discussions 

 Discuss and disseminate best practices 

 May develop plans for projects that fill identified gaps and/or further the program objectives 
through a work group proposal 

 

Membership 
 

Membership is required on at least one EC for every CTSA Program hub and is open to all personnel of 
CTSA Program hubs.  Only one voting member per EC per CTSA Program hub is allowed.  .  Broad 
attendance and participation at EC meetings is encouraged from the hubs and can include EC voting 
and non-voting members.  A CTSA Program hub is defined as a UL1 award with a linked KL2 award and 
an optional TL1 award.  Refer to the NCATS CTSA Program Funding Table and/or the Notice of Grant 
Award to determine voting member eligibility.  Note that hubs in a no cost extension are eligible to 
participate.  CTSA Program hubs can consist of a single institution, plus the possibility of one or more 
participating partner institutions.  Participation in the ECs by those personnel from partnering 
institutions is allowed.   
  

Lead Team:  
Comprised of:  

 Recommended that there be a minimum of three to five individuals, one of whom will 
serve as chair, from the existing EC eligible voting membership, who are nominated or, if 
necessary, elected by vote. Lead team members will appoint an EC Chair, and if necessary, 
the Lead Team may appoint a Co-Chair to assist the Chair in the management of the EC. 

 One liaison each from the CTSA Program Coordinating Center, the CTSA Program Center for 
Data to Health and the Trial Innovation Network (non-voting). 

 One NCATS Program Staff Member appointed by NCATS 
CTSA Program hub Representative (voting): Each CTSA Program hub is allowed to have one 
voting representative on the EC.  This member is appointed by the hub PI and is the primary 
point of contact for their hub for all matters relating to their specific EC.   
CTSA Program hub Member (non-voting): Personnel of CTSA Program hubs and/or partnering 
institutions are encouraged to attend regularly-scheduled EC calls. 
Community Members (non-voting):  Three community members, or four with justification, are 
recommended.  Each EC may decide on a nominating process for Community members.  The 
community member will complete a brief registration form (Appendix A) and the SC must be 
informed of an addition of a Community Member to the EC membership during regularly 
scheduled reports from the EC to the SC.   [See Appendix A:  Community Member Registration 
and Reimbursement] 
Other Members: Program Staff from NCATS DCI, NIH Program Staff, FDA, PCORI, CDC, etc., are 
appointed and approved by DCI Leadership.  
 
 

https://ncats.nih.gov/files/ctsa-funding-information.pdf
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Duration of Terms 
 

EC Chair (and Co-chair if applicable):  One year, renewable for an additional year by a majority 
consensus by the Lead Team Members.  
EC Lead Team Member: One year, renewable for an additional year by a majority consensus by 
the Lead Team Members. (Note: an individual that has formerly held the EC Chair position may 
be on the lead team for up to one additional year) 
EC CTSA Program hub Representative (voting): At the discretion of the CTSA Program hub PI.  
EC CTSA Program hub Member (non-voting): Voluntary basis. 
EC Community Members (non-voting): Each EC may choose the length of term.  However, a 
term of at least two years is preferable from an organizational/logistical standpoint.   
Other Members: Determined by NCATS DCI processes.  

 

Roles and Responsibilities 
 

EC Lead Team:  

 Identify and moderate topics of discussions for the group.   

 If proposing a WG, vet and review WG, and provide endorsement for WG application for the 
SC review.     

 Communicate activities to the SC and the CTSA Program consortium: 

 Develop an annual written report (due no later than November 15th of every year) (See 
Appendix E: Enterprise Committee Report Template) 

 Present to the SC on an annual basis 

 Present to the CTSA Program consortium on a CTSA Program webinar on an annual 
basis 

NCATS Program Staff Member on Lead Team: Facilitate relevant discussions and encourage 
consistency with CTSA Program objectives in high priority areas in clinical and translational 
science. 
CTSA Consortium Liaisons (CC, CD2H, TIN): Facilitate synergies and coordination between EC 
activities and relevant coordinating centers’ activities. 

 

Elections   
 

 Elections for the Lead Team will take place during November-December of every year, as 
needed.  Elections must be completed by December 31st and appointments begin January 
1st.   

 Election processes are supported by the CTSA Program Coordination Center. [See Appendix 
B: Election Processes provided by CTSA Program Coordinating Center] 

 Individuals are elected by a simple majority vote by EC voting members. [See Appendix B: 
Election Processes provided by CTSA Program Coordinating Center] 

 Elections may occur on an ad-hoc basis as needed to ensure continuity in the membership 
of the Lead Team: 
 EC Chair: Eligible candidates include EC Lead Hub Members.  They may be nominated or 

nominate themselves.  If more than one individual is nominated, an election will take 
place among the Lead Team (voting) members.  If no existing EC Lead Team Member is 
nominated, self-nominates or accepts the nomination, an EC Member may be 



9 | P a g e  
 

nominated or self-nominated.  If more than one individual is nominated, an election will 
take place among the Lead Team (voting) members.   

 EC Lead Team Member:  Eligible candidates include CTSA Program hub Representatives 
(voting).  They may be nominated or self-nominate themselves.  If more than one 
individual is nominated, an election will take place. 

 
For more information, please refer to the FAQs  
 

3) Discussion Forums 
 

The Discussion Forums (DF) advance CTSA Program objectives in high priority areas in clinical and 
translational science through the following activities:  
 

 Discuss more specific, focused topics in depth 

 May develop plans for projects that fill identified gaps and/or further the program objectives 
through a work group proposal 

 As with other program activities you cannot use a DF to develop a grant application or for 
discussion of funding.  

 

Membership 
 

Membership within a Discussion Forum is self-selected and is open to all personnel of the CTSA 
Program.  Community Members may participate in a DF, but there will be no reimbursement.  
Discussion Forum members are required to register (See Appendix G: Discussion Forum Web-Form) 
and will be provided a digital workspace by the CTSA Program Coordinating Center.  
 
For more information, please refer to the FAQs 
 

4) Working Groups  
 

Working Groups (WGs) consider and develop solutions around a specific clinical and translational 
science issue.  A maximum of 12 active WGs will be supported by the CTSA Program Coordinating 
Center across the consortium at any given time with a target of ≤2 from a specific EC.  The WG 
members propose and deliver well-defined projects or deliverables that fill identified translational gaps 
and/or further the CTSA Program objectives in high priority areas in clinical and translational science.   
Projects may result in outputs such as consensus papers, white papers, publications, and/or plans for 
workshops, symposiums, meetings, and/or a conference.  Consortium members may choose to pursue 
potential funding for activities stemming from those through CCIAs or supplements; development of 
applications must take place outside of supported CTSA Program Groups.   
 

Membership & Responsibilities 
 

Membership is open to all personnel of CTSA Program hubs.  CTSA Program hubs can consist of 
a single institution, plus the possibility of one or more participating partner institutions.  
Participation in the ECs by those personnel from partnering institutions is allowed.  Note that 
hubs in a no cost extension are eligible to participate.  Community members may participate, 

https://clic-ctsa.org/groups/guidance/faq
https://clic-ctsa.org/groups/guidance/faq
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and each WG may decide on a nominating process for community members.  The community 
member will complete a brief registration form and the SC must be informed of an addition of a 
Community Member to the WG membership during regularly scheduled reports from the WG to 
the SC.   [See Appendix A:  Community Member Registration and Reimbursement] 

 

WGs perform distinct projects or deliverables within timelines approved by the Steering Committee, 
subject to the following guidance:   
 

 The size of a WG should be held to a minimum, will depend on the project, and must be 
approved by the Steering Committee as large groups may be unwieldy in terms of meeting 
timelines and project goals. WGs may propose to allow broad membership but task a smaller 
core group to do the majority of the work and report back to the larger group for input. 

 The WG will have a Chair (from a CTSA Program hub) and a Co-Chair (appointed Program Staff 
from NCATS). 

 The end of the period of approved WG term or completion of WG deliverables, whichever comes 
first, will determine the date of a WG sunset.  

 If a deliverable is not met within the timeframe outlined, the WG must submit the request in 
writing, providing a reason for the delay in completion and how much time they require to 
complete the deliverable.  The Steering Committee will determine whether the WG should be 
extended, phased out, or converted to a Discussion Forum. 

 Although no direct funding is provided, WG activities are supported by the CTSA Program 
Coordination Center (See Support for CTSA Program Groups).  

 WGs may not use CTSA Program Coordinating Center organized meeting time or CTSA Program 
Coordinating Center provided resources to develop a grant application. 

 If WG members determine that funding is necessary for project completion or product 
development, discussion of a proposal for funding may not use meeting time or resources 
supported by the CTSA Program Coordinating Center. 

 WGs have the option to request liaisons from other relevant CTSA Program groups and include 
outside advisors and community members as the project requires. The SC review may also 
provide feedback on addition liaisons and outside advisors. 

 Required output: Twice a year written reports using the standardized template and following 
application timelines (See Appendix F: Working Group Report Template), annual presentation to 
the SC and annual presentation to the CTSA Program consortium via the monthly CTSA Program 
Webinar. 

 Resources provided: See Support for CTSA Program Groups 

 Duration: no more than 24 months. 

 At the end of the project WGs are required to summarize the outcomes of the project and/or 
deliverable in a succinct document and present outcomes with final impact statement 
(Standard format to be developed) to the SC within a timely manner, no more than 3 months 
after the proposed end date of the WG.  
 

Submission Eligibility: 
 
Most members of the CTSA Program who want to propose and deliver well-defined projects or 
deliverables that fill identified translational gaps and/or further the CTSA Program objectives in high 
priority areas in clinical and translational science. For example, WG proposals may be submitted by DF 
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members, hub or pod members, or consortium committees. CLIC, CD2H, and TIN are not allowed to 
propose WGs through this process, as they have other available resources.  

 

Process for Creation of a WG: 
 
Open calls for WG applications will occur 3x annually according to the following schedule: 
 

Proposal 
 Open Date 

Proposals 
Due 

SC 
Review 

Earliest WG 
Start 

Sep 1 Sep 30 Dec Jan 1 

Jan 1 Jan 31 Mar Apr 1 

May 1 May 31 Jul Aug 1 

 
Step 1: Submit the Working Group Application proposal on the CTSA Program Coordinating Center 
website (See Appendix C: Working Group Application) following the submission timelines above.   
 

 Submitter’s name(s), email address(es) and institution(s) 

 Statement of differentiation from other current WGs 

 Purpose of the Working Group 

 Deliverable(s) 

 Proposed Metrics (if applicable) 

 Workgroup Membership 

 Needed Expertise 

 Type of support requested 

 Timeline / Milestones (including proposed start and end date) 

 Sunset criteria 

 Options to obtain additional CTSA Program (Coordinating Center) resources 
 

Step 2: The Steering Committee will review the WG proposals up to three times per year and consider 
the following aspects, within the limit of 12 active WGs (See Appendix D: CTSA Program Steering 
Committee Review Rubric): 
 

 Importance of purpose 

 Value of deliverables to the Consortium and Clinical and Translational Science 

 Feasibility 

 Proposed expertise 

 Steering Committee Decisions may include a request for additional information/clarification, 
suggested revisions, approval, denial, deferral, or approval with a delayed start.  

 
For more information, please refer to the FAQs  

 
 
 

https://clic-ctsa.org/groups/guidance/faq
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Support for CTSA Program Groups  
 

CTSA Program Groups are supported in various ways by the CTSA Program Coordinating Center: 
 
 Assign one coordinator to each EC and each WG to provide support in such areas as 

teleconferencing, logistics, communication, minutes, membership roster management, and listserv 
maintenance. Assign one liaison as an EC lead team member to provide higher level strategic 
support and synergy with CTSA Program Coordinating Center resources and activities, work with 
other EC liaisons to identify cross-EC synergies, and provide domain content support to 
coordinators.  The coordinator and liaison are non-voting members of the EC.   

 Provide teleconference and webinar support for monthly EC meetings of the full membership and 
the EC Lead Team.   

 Provide teleconference and webinar support for monthly WG meetings (up to 12 per year).   
 Provide logistical support for each EC to conduct one face to face meeting each year.  EC meetings 

will be coordinated with the CTSA Program Meeting time and location, unless otherwise approved 
by NCATS and the CTSA Program Coordinating Center. Level of support for off-site meetings is 
subject to available CTSA Program Coordinating Center resources.  

 Provide survey support to include: access to the CTSA Program Coordinating Center REDCap survey 
platform for EC and WG use, REDCap technical support, survey design and analytic consultation as 
resources allow, and raw data transfer from REDCAP. Support may also include providing 
descriptive analytics of survey results, if using REDCap and a survey designed and implemented by 
the CTSA Program Coordinating Center. Survey support through the CTSA Program Coordinating 
Center will be provided to the EC and the WGs per year (overall total of up to 15 surveys per year 
across all groups).  Surveys administered by the Coordinating Center will follow the protocol 
identified in the NCATS CTSA Program Policy and Procedures for Surveys document and following 
the specific guidance in the CTSA Program Process Guide for Surveys  document.  

 CTSA Program Coordinating Center can provide publication cost reimbursement (up to $3,000) and 
manuscript copy editing costs (up to $1000 per publication). Requests for financial support should 
be made to the CTSA Program Coordinating Center after completion of final draft of manuscript or 
at time of manuscript acceptance by journal by completing request application (See CTSA Program 
CLIC Publication Support Guide for more information).  All requests are subject to approval and 
availability of funds.  

 Reimburse Community Members for expenses incurred during consultation with NCATS Program 
Staff [See Appendix A: Community Membership Registration and Reimbursement]. 

 Provide support for elections [See Appendix B: Election Processes Provided by CTSA Program 
Coordinating Center] 

 
 
 
 
 
 
 
 
 
 

https://ctsa.ncats.nih.gov/governance-guidelines/policies/surveys/
https://clic-ctsa.org/sites/default/files/NCATS%20CTSA%20Program%20Guidance%20for%20Surveys_Final%20Draft_Rev2018_09.pdf
https://clic-ctsa.org/governance-guidelines-policies/coordinating-center-publication-support-guidance
https://clic-ctsa.org/governance-guidelines-policies/coordinating-center-publication-support-guidance
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CTSA Program Coordinating Center Standard Support Quick Reference Table 
 

CTSA Program Group CTSA Program Coordinating Center Standard Support 

Enterprise Committees Full CTSA Program Coordinating Center Support 

 Coordinating Center public facing webpage  

 CLIC Google suite of tools  

 Coordinating Center private (Federated) group webpages 

 Coordinator to manage teleconferencing, logistics, communication, 
agenda, minutes, membership roster management, and listserv 
maintenance 

 ZoomTM call registration and support for full and lead team meetings. 
The frequency of each of the full EC meetings are generally to occur at 
least once every month (maximum of 12/year). The lead team 
meetings are generally to occur once per month (maximum of 
12/year). 

 Provide logistical support for EC to conduct one face to face meeting 
each year.  EC meetings will be coordinated with the CTSA Program 
Meeting time and location, unless otherwise approved by NCATS and 
the CTSA Program Coordinating Center 

 Within available resources, support for special projects including 
surveys per the CTSA Program Process Guidance for Surveys and CTSA 
CLIC Publication Support Guide.  

Consortium Groups 
 

Full CTSA Program Coordinating Center Support 

 Coordinating Center public facing webpage  

 CLIC Google suite of tools  

 Coordinating Center private (Federated) group webpages 

 Coordinator to manage teleconferencing, logistics, communication, 
agenda, minutes, membership roster management, and listserv 
maintenance 

 ZoomTM call registration and support.  Frequency of meeting is 
approved by NCATS and varies by group. 

 Within available resources, support for special projects including 
surveys per the CTSA Program Process Guidance for Surveys and CTSA 
CLIC Publication Support Guide.  

 One annual in-person meeting. Provide logistical support for Group to 
conduct one face to face meeting each year in conjunction with the 
CTSA Program Meeting time and location. 

 

https://clic-ctsa.org/governance-guidelines-policies/ctsa-program-process-guidance-surveys
https://clic-ctsa.org/governance-guidelines-policies/coordinating-center-publication-support-guidance
https://clic-ctsa.org/governance-guidelines-policies/coordinating-center-publication-support-guidance
https://clic-ctsa.org/governance-guidelines-policies/ctsa-program-process-guidance-surveys
https://clic-ctsa.org/governance-guidelines-policies/coordinating-center-publication-support-guidance
https://clic-ctsa.org/governance-guidelines-policies/coordinating-center-publication-support-guidance
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CTSA Program Group CTSA Program Coordinating Center Standard Support 

Working Groups Full CTSA Program Coordinating Center Support 

 Coordinating Center public facing webpage  

 CLIC Google suite of tools  

 Coordinating Center private (Federated) group webpages, 

 Coordinator to manage teleconferencing, logistics, communication, 
agenda, minutes, membership roster management, and listserv 
maintenance 

 ZoomTM call registration and support for up to 12 meetings per year 

 Within available resources, support for special projects including 
surveys per the CTSA Program Process Guidance for Surveys and CTSA 
CLIC Publication Support Guide.  

Discussion Forum CTSA Program Coordinating Center Support 

 Discussion Forum name, brief description and point of contact listed 
on Coordinating Center public facing webpage 

 Setup of the NCATS Google Suite of tools for the Discussion Forum 

 Support management of new members to the DF 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://clic-ctsa.org/governance-guidelines-policies/ctsa-program-process-guidance-surveys
https://clic-ctsa.org/governance-guidelines-policies/coordinating-center-publication-support-guidance
https://clic-ctsa.org/governance-guidelines-policies/coordinating-center-publication-support-guidance


15 | P a g e  
 

Appendix 
 

A: Community Member Registration and Reimbursement 
 
NCATS and the CTSA Program greatly value partnerships with community members in improving the 
translation of research into treatments and cures.  It is also recognized that some community members 
engage in these activities on a voluntary basis that may be in addition to, or in place of, regular 
employment.  These community members are eligible to receive an honorarium, and possibly travel-related 
expenses, for their EC or WG-related activities depending on their individual circumstances. However, the 
total budget for all community member costs borne by the CTSA Program Coordinating Center will not exceed 
$20,000 annually.  If advance requests for reimbursement exceed this amount, NCATS will assist the CTSA 
Program Coordinating Center in prioritizing these. 

 

 All community members will complete a brief registration form provided by the CC CO. 

 Honoraria should be offered to:  

 Community members who are volunteers and not working for an employer. 

 Community members who are working for an employer and their EC or WG activities are not 
considered part of their scope of work. 

 Honoraria and travel reimbursement should be offered for all EC or WG-related work that includes active 
contributions as described below to phone conferences, workgroup projects, and F2F meetings, including 
travel support to one annual EC face-to-face meeting (unless considered part of their employment). 

 Community members will be required to make travel arrangements for F2F meetings through the CTSA 
Program Coordinating Center. 

 A community member requesting honoraria or travel reimbursement needs to complete the request form 
(See Appendix H: Application for Community Member Participation)  

 Community members will receive honoraria for full EC phone conferences (1 hour x up to 6 per year) at 
the rate of $100 per call (based upon SREA REIMBURSEMENT RATES for mail in reviews 1-3 submitted per 
meeting). 

 For community member participation in EC or WG special projects, community members will be 
reimbursed at the rate of $400 per project (based upon SREA REIMBURSEMENT RATES for mail in reviews 
4 or more submitted per meeting).  To be eligible for reimbursement, requests will need to be submitted 
by the EC or WG prior to community member involvement.  The community member will be reimbursed 
after project completion.  The CTSA Program Coordinating Center will support a maximum of 5 person-
projects per year. 

 Payments will be made by the CTSA Program Coordinating Center, on behalf of NCATS, directly to 
community members. 
 

NCATS recognizes that patient and community engagement is important to advancing translational science. 
For NCATS-sponsored meetings, we will follow NIH guidelines for reimbursement and honoraria for those 
meetings where we invite members of the community to participate in NCATS CTSA Program EC or WG efforts. 
These rules allow compensation for travel expenses and per diem allowances for travel to conferences, 
meetings, consultations, or other activities, but only if they are performing a direct service, i.e., making a 
presentation, advising in an area of expertise, etc., for the NIH. These guidelines support reimbursement for 
individuals that provide unique and valuable expertise.  The following websites provide specific information 
for payment: 
http://share.csr.nih.gov/SREA/Documents/SREA+Flat+Rate+Breakdown.pdf 
http://public.csr.nih.gov/ReviewerResources/TravelAndExpenses/Pages/default.aspx 

http://share.csr.nih.gov/SREA/Documents/SREA+Flat+Rate+Breakdown.pdf
http://share.csr.nih.gov/SREA/Documents/SREA+Flat+Rate+Breakdown.pdf
http://public.csr.nih.gov/ReviewerResources/TravelAndExpenses/Pages/default.aspx
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B: Election Processes Provided by CTSA Program Coordinating Center 
 

SOP:  Enterprise Committee Elections  
 
See Glossary / Definitions  
 
Description:  The purpose of this SOP is to provide a process which will facilitate the regular and orderly 
rotation of leadership on and off the ECs.   
 

Strategy:  Elections will be held between November-December of every year.  Elections must be 
completed by December 31st and appointments begin January 1st.  Elections may occur at an ad-hoc 
basis as needed to ensure continuity in the membership of the Lead Team.  For additional information 
please refer to the Guidance for the CTSA Program Groups (this document).  
 
The CC will collect nominations which, will include candidate name, statement of intent to lead the EC, 
and a brief biosketch.  The CC will compile all nominations into a REDCap survey and distribute to the 
FULL EC voting membership via the group’s listserv.  EC voting members will be given 10 calendar days 
to vote for their preferred candidates.  Following the 10 days, the CC will tally the votes and inform the 
current Leadership Team and the new Lead Team members of the results.  Lead Team vacancies will be 
filled in order based on number of votes obtained.  For example, if there are two vacancies on the Lead 
Team, the two candidates receiving the highest number of votes will fill those vacancies.  In the event of 
a tie for the final available Lead Team position, a runoff election will be held via REDCap.  EC members 
will be given 5 calendar days to vote in the runoff election.  Once the new Lead Team members have 
confirmed acceptance of the position and the current Lead Team members have been informed, the CC 
will introduce the new Lead Team members to the FULL EC via an email to the group’s listserv. 
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Procedure: 
 

Step Action Timeframe 

1 CC EC CO sends email to FULL EC listserv requesting nominations for the 
Lead Team positions.  Email will: 

 indicate who is rotating off the Lead Team and number of 
vacant positions 

 request candidate names, statement of intent to lead the EC, 
and biosketch 

 nomination period will last for 2 weeks 

Early-/Mid- 
November 

2 CC CO will compile candidate information into a REDCap survey for 
distribution and voting by the EC voting hub members. 

1.)  If the number of nominations received equals the number of 
vacant Lead Team positions, no election will be held.  
Candidates will assume their new leadership positions by 
default.    

2.) If there are more candidates than available Lead Team 
positions, an election will be held. 

o EC voting members will be given 10 calendar days to 
vote for their preferred candidates (or until quorum is 
achieved) 

o Each CTSA Program hub gets to vote once for their 
candidates 

o Members vote for as many candidates as there are 
vacancies (ex. 2 Lead Team vacancies so members vote 
for their favorite 2 candidates) 

o A quorum vote is 50% of the EC voting membership – 
CC will send reminders to members who have not 
voted until quorum is achieved 

3.) In the event of a tie for the final available Lead Team spot, a 
REDCap survey will be used to hold a runoff election between 
the tie candidates only 

o EC voting members will be given 5 calendar days to 
vote (or until quorum is achieved) 

o Each CTSA Program hub gets to vote once for their 
candidates 

o Voting members vote for one candidate 

Early-December 

3 Following elections, the CC CO will confirm acceptance by the new 
Lead Team members, inform the rest of the Leadership Team, and 
announce the election results to the FULL EC via the group’s listserv. 

Mid-/Late- 
December 

4 The new Lead Team members will assume their position January 1 
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C: Working Group Application 
 

Working Group Application  

 

D: CTSA Program Steering Committee Review Rubric 
 

CTSA Program Steering Committee Review Rubric  
 

E: Enterprise Committee Report Template 
 
EC Report Template (yearly)  
 

F: Working Group Report Template 
 
WG Report Template (periodically)  
 

G: Discussion Forum Web-Form  
 
Discussion Forum Web-form (Coordinating Center website) (Coming Soon) 
 

H: Application for Community Member Participation  
 
Application for Community Member participation (ONLY for Community Members requesting 
reimbursement for CTSA Program participation) - (Coordinating Center website) (Coming Soon) 

https://clic-ctsa.org/groups/working-groups-proposal-information
https://clic-ctsa.org/node/3131
https://clic-ctsa.org/node/3131
https://clic-ctsa.org/node/3131

