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OFFICE FOR RESEARCH 

Core Facilities Administration 

2025 Annual Report 

Reporting period: April 1, 2024 – March 31, 2025

[bookmark: _Toc521225507]Due: May 1, 2025

GUIDELINES

The Annual Report aims to identify and align activities with available resources and ensure sustainability of operations. As always, we value your feedback; please send your comments to Rex Chisholm, AVP.

· All cores requesting OR operating support or OR equipment grants must use the provided template or the FSM template with the OR supplement. 
· Due date: May 1, 2025. We truly appreciate receiving your reports on time. However, if extenuating circumstances prevent you from submitting the report by the due date, please contact Rex Chisholm, AVP.
· Page limits: Up to 6 pages including graphics and illustrations, excluding appendices. 
· Responses to all sub-sections/line items are required. If not applicable, note N/A. 
· Reports that do not adhere to the page limit or do not provide responses to all appropriate items will be returned for revision with a very short turn-around time.
· Update footer with Institute/Center name.
· Obtain Word/Excel template documents from the “Annual Review Templates” folder (direct link). Before editing, save files locally as:
· Narrative (Name using format <Core> 2025 CFA Annual Report)
· Appendix 3: Budget (Name using format <Core> 2026 Budget)
· Delete instructions from narrative as you complete leaving only headings and your text/figures.
· Smartsheet Appendices are located at this link. Your core’s data will be in the z-CFA <core> workspace. Click on folder icon in the left-hand toolbar to access.
· Follow the guideline instructions of how to complete, review, update and upload the documents. 
· Contact Maelea Tan if this is the first annual report for the core or with any questions or concerns in accessing and utilizing your SharePoint and Smartsheet folders (administrative staff have access). 
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OFFICE FOR RESEARCH 

University Research Institutes and Centers


Core Facility Name
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Annual Report



Reporting period: April 1, 2024 – March 31, 2025

Due: May 1, 2025



Director(s): 
· Name

Prepared by: 
· Name



Annual Report

A. Planning and Governance


1. Background - up to ½ page
Provide brief description that will allow the reviewer to understand the core’s purpose including a brief history of the core, year created, and a broad statement of the needs addressed by the core (value proposition).

2. “SWOC” Analysis – up to ½ page 
Describe a self-evaluation of Strengths, Weaknesses, Opportunities, and Challenges. Specifically address survey comments, equipment past end of life, and gaps that impact competitiveness in retaining/recruiting faculty or pursuing projects related to ongoing initiatives. 

3. Goals and Accomplishments Summary - up to 1 page
Use the table below to list the major goals for the Core and align them with accomplished and/or planned activities designed to meet each goal – use the lines to align goal with data. Provide data that indicates success against the goals (both quantitative in numbers, and qualitative as appropriate). Provide only a very brief highlight of the accomplishments. Include goals that stem from the user survey.
[bookmark: _MON_1536671996]
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4. Equipment Acquisition Detail – up to 1/3 page
a. Highlight specific equipment that is nearing end of life or obsolescence. Describe services that depend on the equipment and what the plan is to maintain continuity of services.
b. If there is a plan to acquire a new type of equipment, describe the process used to estimate the need for the equipment. 
c. If there is critical equipment identified in the SWOC that does not have an acquisition path, list in Appendix 1 and enter TBD under Funding Agency/RFA column.
d. Review and update Appendix 1, update results of previous external grant proposals. Also list anticipated external proposal submissions. If there is equipment needed based on SWOC analysis, include in Appendix 1, and enter TBD for PI and Funding Agency/RFA columns. Provide estimate of costs under Dollar Amount.

5. Changes to Services – up to 1/3 page
a. Does core plan to create or sunset services? Indicate No or Yes. If yes: 
b. Describe factors driving the change.
c. Describe who will be impacted.
d. Describe impact to core finances.

6. Advisory Board(s) - up to 1/3 page
a. Describe any change in governance in the reporting period.
b. List the dates of all scientific advisory committee meetings during the reporting period; the advisory committee is expected to meet at least twice per year.
c. Briefly describe key decisions or recommendations made by the committee. How were these recommendations implemented?
d. Review and update Appendix 2.  

B. Operations and Impact

1. [bookmark: _Toc521225508]Services and User Base - up to ½ page
a. Describe at a high-level major services (most cores should have 5 or fewer).
b. Since the last budget request have alternatives to any services become available or have existing alternatives become more cost-effective or more available?
c. Highlight changes in services for the reporting period and expected usage change for next year. Explain the reasoning.

2. Contribution to Eminence and Innovation – up to ½ page 
a. If appropriate (not mandatory), describe a grant, publication, or activity that highlights the core contribution. This should not be a list of work, but an example(s) of work that is unique in the field. 
b. Describe any innovative accomplishments of core staff. What was the problem addressed? What is the solution? Could this be applied to other cores?
c. How does core measure and track impacts of usage? Include a link to the page at the core’s website with information provided to users with text that should be used to acknowledge use of the facility. This link should include a persistent identifier for the core (typically RRID). You can search for your core’s RRID or request an RRID through this link. 

3. User Survey – up to ½ page
Do not include the raw survey results.
a. Were previous issues that were identified in the user survey addressed? How does the recent survey reflect it?
b. Are there changes in usage forecast?
c. What changes are users requesting?

4. Budget – Up to ½ page
Each core will receive a review of last year’s estimates of revenue and expenses along with YTD updates for the current FY and brief comments from CFA on performance to plan.
a. Provide high level review of the budget.
i. Did the core have a deficit/surplus in FY24 and was it anticipated?
ii. What were the drivers contributing to the deficit/surplus?
iii. Did cost study forecast the deficit/surplus? 
iv. What is the plan to address deficit/surplus?
b. Describe changes in financial support from FY24?
c. Are the assumptions made in FY25 cost study still valid?
d. If not, please address. 
e. Address any comments from CFA regarding performance to plan.
f. Complete budget in Appendix 3.

5. [bookmark: _Toc521225509]Request for Support from the Office for Research – up to ½ page
a. Describe impact of previous equipment and operational support to core at a high level. Emphasize new service lines, change in usage, or key publications resulting from support.
b. Review and update Appendix 4.
c. List requests for FY26. The program can be found at: https://facilities.research.northwestern.edu/financial/.
i. Describe what will be supported. Describe the specific grant or conference, names and position of personnel involved, and how this request supports the core's strategic goals.
ii. Provide a high-level budget for each activity.
iii. When making a request for grant writing support, verify that the proposal is included in Appendix 1, list the specific grant and the full-time PI/Co-PI employee(s) in the core.
d. Complete the request for FY26 CFA Operating Support in Appendix 5. 
e. Note that all operating support awards are provided by reimbursing the core after expenses are incurred. 

C. RESOURCES 

1. Personnel – up to ¼ page personnel or staff
a. Describe changes in personnel in the reporting period and/or expected in the coming year. Include promotions, transfers, and renewals. Describe expected impact to users.
b. If there are open positions, describe position, who had occupied position, impact of departure, and plan to address.
c. Review and update the list of personnel in Appendix 6. 

2. Space – up to ¼ page 
a. Describe changes in space in the reporting period and/or expected in the coming year. Include renovations, transfers, and new space. Describe expected impact to users.
b. If any space is not assigned to the core, describe the agreement to occupy space. If the agreement has an end date, describe plans to ensure continuity of services after agreement ends.
c. Review and update data in Appendix 7.
d. Provide attestation that data in Appendix 7 is correct. 

D. APPENDICES

Please follow the instructions below for the appendices. 

1. Details on Smartsheet access are at:
a. https://services.northwestern.edu/TDClient/30/Portal/Requests/ServiceDet?ID=232   
b. https://sites.northwestern.edu/smartsheet/smartsheet-authentication/
2. Click on the provided Smartsheet link.
3. Login to Smartsheet by entering your Northwestern email and choose: sign-in with your company account.
4. This will bring you to the Northwestern page, sign-in with your NetID and password. 
5. At least for your first time login, you will be redirected to Duo 2 factor authentication system.  
6. Remember to save changes to sheets before exiting to edit another sheet.

[bookmark: _Hlk125964604]
1. [bookmark: _Hlk125899690]Appendix 1: AP1 External Grant Proposals - Smartsheet link  
i. Review and update Appendix 1.
ii. Update any fields shaded in purple with appropriate information. 
i. If you have received feedback on a past submission, upload the review document to the row in Smartsheet and select the “Review Archived” box. Note that this can be done any time during the year.
ii. If the proposal was not submitted and the core no longer wants to submit it in the future, add note describing reason for not pursuing. Common reasons could be funded through another mechanism, changing priorities, new technology available...  
iii. Add any proposals submitted in the last year at the bottom of the list and complete all relevant fields.
iv. Add any planned proposals to the bottom of the list.
i. Use notes field to indicate year that proposal will be submitted and/or if proposal is a resubmission.
ii. If there is critical equipment identified in the SWOC that does not have an acquisition path, enter TBD under Funding Agency/RFA column. 
iii. Note that planning a proposal does not commit the core to apply and does not mean that the core will be approved in cases of limited submissions.
v. Save changes.

2. Appendix 2: AP2 Advisory Committee - Smartsheet link  
a. Review and update Appendix 2.  
b. Delete lines containing past members and add lines with new members.
c. Note that Operations Director should be ex officio.
d. Save changes.

3. Appendix 3: AP3 Budget 
a. Download budget spreadsheet from this link. You will find there, instructions to complete the budget spreadsheet.
b. Update budget spreadsheet with relevant information from FY24, FY25 and FY26. Save budget locally using naming format <Core> 2026 Budget. Submit per instructions in Section E.
Note: FSM is also using the same budget spreadsheet and instructions.

4. Appendix 4: AP4 CFA Equipment Support - Smartsheet link  
a. Review and update Appendix 4.
b. Describe outcomes of internal grant proposals (Grants and/or ReLODE loans) submitted during the reporting period by updating the “Status” column. If proposal was not submitted, indicate why in notes field. Common reasons could be funded through another mechanism, changing priorities, new technology available...
c. Add proposals submitted in the last year that were not forecast and complete relevant fields.
d. List planned internal grant applications at the bottom of the list.
i. Note that planning a proposal does not commit the core to apply.
ii. If you plan to resubmit a proposal, indicate original proposal was declined and add a new row as a “Planned Resubmission.”
ii. Save changes.

5. Appendix 5: AP5 CFA Operating Support - Smartsheet link  
a. Review and update Appendix 5.
b. Populate all columns and provide a brief description of the request and justification (2-3 sentences). 
i. Note that vague requests will not be reviewed. Specific names, conferences, grant competitions must be provided and CFA approval is required to change.
ii. Awards are made by reimbursing after expenses are incurred and will not carry over fiscal years. 
iii. Save changes.

6. Appendix 6: Personnel - Smartsheet link  
a. Review and update Appendix 6 by filling in any blanks and adding any new personnel.
i. Be sure to update the Status section next to each person and update NetID’s.
ii. Save changes.

7. Appendix 7: Space - Smartsheet link  
a. Open Tableau Space Report. If there are missing rooms or rooms that do not belong to the core, contact Maelea Tan. If changes are needed on Appendix 7 to correct errors, correct before submitting the report. 
b. Fill out “Yes” or “No” under the Is All Information Correct column. Pay special attention to cases where core shares space, but has 100% allocation, cases of support rooms that may not belong to the core, and cases where “Lab User/Recharge/Shared” column is not appropriate.
i. If no, indicate issue and correct information in notes column.
ii. If changes are needed in Facilities Connect (space management system), provide the person responsible for ensuring changes are made. This should be a contact in the core. CFA cannot update Facilities Connect. 
c. Save changes.

8. Appendix 8: Capital Equipment - Smartsheet link  
a. Review and update Appendix 8. Equipment listed was obtained based on room location and previous year’s Space listed in Appendix 7. You do not need to physically validate equipment location. 
b. The Core entry is used for filtering the master list. Do not change. If equipment belongs to another core, contact Maelea Tan.
c. Select “Verified” checkbox if equipment belongs to your core even if in another room.
i. If equipment is located in a different space than indicated, core will need to request update to the Capital Equipment Database. Indicate in notes that update is requested and update location in Appendix 8.
d. If any equipment has been disposed of in the previous year, request that the item be disposed of in the Capital Equipment Database and select “Disposed in Capital Equipment Database?” checkbox.
e. If equipment is in a shared lab and belongs to another group, select “Exclude?” checkbox. You do not need to find/verify equipment.
f. If equipment belongs to a past occupant, select “Exclude?” checkbox. Reach out to the past occupant and request that they update the Capital Equipment Database with the new location.
g. If database needs to be updated, instructions to make changes are at: https://services.northwestern.edu/TDClient/30/Portal/KB/ArticleDet?ID=1219 
h. Focus on equipment > $25,000.
i. If any equipment is missing from the database, provide whatever information you can (PO, Asset number, Tag number). 
j. Notes field can be updated to assist with future tacking. Equipment listed in core occupied rooms typically have equipment owner listed to assist with identification of equipment.
k. Save changes.


E. UPLOAD, ATTEST, AND SUBMIT 

[bookmark: _Hlk126567506]
1.  Complete Smartsheet appendices 1-2, 4-8.
a. Save, when review and edit are complete.

2. Attest and Upload Documents 
a. Confirm completion of the annual report and upload documents by utilizing this Smartsheet form.
b. Attach following documents to the Smartsheet form.
a. Narrative (Name <Core> 2025 CFA Annual Report).
b. Appendix 3: Budget (Name <Core> 2026 Budget).
c. Enter the name and contact information of the submitter.
d. Submit the form.
e. The submitter will receive a confirmation email.
f. CFA will be automatically notified and will review completeness. 


3. Confirmation
a. If edits are needed, CFA will notify the submitter.
b. CFA will notify the submitter of completeness.  
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