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To set in motion before the writing begins:
· Meet with your department administrator or research administrator to discuss your proposal deadline and review department-specific processes.
· If needed, ask your departmental administrator for assistance creating an eRA Commons account and/or an ORCID profile.
· Allow extra time if a subaward will be included in the project. 
· Review instructions in the SF424 (R&R) Application Guide.
· Note: These guidelines are superseded by any section-specific instructions in the NIH Parent Announcement (PA) or Notice of Funding Opportunity (NOFO), as well as by Related Notices.
· Complete the CITI Research Security Training (Combined) Course.
· Review the deadline for your application (NIH Standard Due Dates).	
· Proposals must be submitted to Division of Sponsored Programs (DSP) five business days in advance of the sponsor’s deadline. Check with your department for any department-specific deadlines. 
· Review all formatting requirements listed in the table at end of this document (see page 3).

Documents that need to be written
SF424 (R&R) Form
· [bookmark: _Hlk230164904]Cover Letter (1–2 pages) – if applicable 

R&R Other Project Information
· Project Summary/Abstract – 30 lines of text
· Project Narrative – 3 sentences
· Bibliography & References Cited
· This document must include any references cited in Research Plan Form and in the Human Subjects and Clinical Trials Information Form.
· Use of hyperlinks and URLs in this section is not allowed unless specified in the NOFO.
· Facilities & Other Resources 
· See also SERCC Boilerplate Text and Examples.
· Equipment 
· Other Attachments – if applicable 
· Any additional information is provided in accordance with the NOFO and/or agency-specific instructions.

R&R Senior/Key Person Profile (Expanded) Form
· Biographical Sketches 
· See also SERCC-annotated instructions for the Biographical Sketch Common Form and NIH Biographical Sketch Supplement.

R&R Budget Form
· Consult with your departmental research administrator.



PHS 398 Research Plan Form
· Introduction to Application – 1 page 
· If required, per NOFO, or for many resubmission applications.
· Specific Aims – 1 page 
· See also SERCC Specific Aims and Research Strategy Template 
· Research Strategy – 6 or 12 pages, depending on mechanism (see NIH page limits)
· See also SERCC Specific Aims and Research Strategy Template
· Progress Report Publication List 
· For renewal applications only
· Vertebrate Animals 
· Required if using vertebrate animals 
· Select Agent Research – if applicable
· Only required if your proposed activities involve the use of select agents at any time during the project period, at either the applicant organization or any performance site.
· Multiple PD/PI Leadership Plan
· This document is required for applications designating multiple PDs/PIs.
· Consortium/Contractual Arrangements
· Consult departmental administrative staff for assistance completing necessary documentation. 
· Letters of Support from Collaborators, Contributors, and Consultants 
· Resource Sharing Plan 
· Other Plan(s) – 2 pages
· Include your Data Management and Sharing (DMS) Plan for scientific data and/or genomic data.
· Authentication of Key Biological and/or Chemical Resources – 1 page, if applicable
· Briefly describe methods to ensure the identity and validity of the following in the proposed studies: 
· key biological resources and/or
· key chemical resources.
· Appendix – 10-page, if applicable 
· Refer to the NOFO and/or consult with your departmental administrator to determine whether there are any special appendix instructions for your application.

PHS Human Subjects and Clinical Trials Information
· Human Subjects and Clinical Trial Form
· Consult with the Human Subjects Office if you are proposing studies involving human studies.
· Address all criteria in accordance with NIH instructions.
· IRB approval at the time of submission is not required, but approval must be obtained before the project begins.

PHS Assignment Request Form 
· Assignment Request Form 
· This document is used to communicate specific application assignments or review preferences; institute/study section preferences should be entered here rather than in the cover letter.
· Find a Study Section

	COMPLIANCE WITH FORMATING GUIDELINES

	Document Features
	· All final documents are in PDF format.
· No headers or footers in attachments. Headers, footers, page numbers, bookmarks, and a table of contents are added when the grant is assembled upon submission.
· Documents include headings specified by NIH (e.g., for the Research Strategy, “Significance,” “Innovation,” and “Approach”).
· The required format pages are used when specified in the instructions (e.g., biosketch, other support).

	Font type/size
	· Main text is at least 11-point font size.
· Text in graphics, figures, graphs, diagrams, and charts is legible when the page is viewed at 100%.
· Font styles recommended by NIH: Arial, Georgia, Helvetica, Palatino Linotype.

	Line spacing/Type Density
	· Type density complies with the upper limit of 15 characters per linear inch (including characters and spaces).
· Line spacing complies with upper limit of six lines per vertical inch.

	Page size and Margins
	· Pages are 8.5 x 11 inches.
· Margins are at least 0.5 inches on all sides.
· No applicant-supplied information can appear in the margins.

	Page Limits
	· All sections adhere to the restrictions defined in the Table of Page Limits or within the text of the funding opportunity or NIH Guide notice.

	URLs
	· Hyperlinks and URLs are not allowed unless specifically noted in funding opportunities and/or form field instructions.
· All sections comply with NOT-OD-20-174:Reminder: NIH Policy of Use of Hypertext in NIH Grant Applications.
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