HUNTER COLLEGE OFFICE OF RESEARCH ADMINISTRATION
GUIDE FOR NIH APPLICATIONS VIA GRANTS.GOV

Please be sure to review the guidelines for your individual grant competition.  These are the basic forms and information required.  All requested files must be in PDF format.  If you are unable to do this, the Office of Research Administration can assist in this process.

Section 1 – Cover Page


PLEASE COMPLETE ALL FIELDS.
	Program Announcement Number
e.g., CFDA 93.121, PA-06-392 
	

	Name of Principal Investigator (PI)
	

	Title of Proposal

	

	Proposed Start Date of Grant
(Please refer to guidelines for earliest start date.)

	

	Proposed Ending Date of Grant

	

	Your Position/Title at Hunter

	

	Your Phone Number

	

	Your Fax Number

	

	Your Email Address

	

	Indicate if your project is:
New, Renewal, Continuation, Revision or Resubmission
	

	If your project is a resubmission, what was the prior grant number assigned by NIH?
	

	Areas Affected by Project
(City, Counties, States, Etc.)
e.g., New York City, New York State, Rockland County, Nationwide, Worldwide
	


Section 2 – Research & Related Other Project Information
	QUESTION
	YES/NO
	ANSWER, IF YOU ANSWERED YES.

	1.  Indicate (yes or no) if the research involves human subjects.
  If human subjects are involved indicate your IRB approval date or indicate that the review is pending.

	
	

	2.  Indicate (yes or no) if the research involves animal.
  If animal are involved indicate your IACUC approval date or indicate that the review is pending.

	
	

	 3.  Indicate (yes or no) if this project has proprietary/privilege information.  If yes, please explain.
	
	

	4.  Indicate (yes or no) if the project has an actual or potential impact on the environment.  If yes, please explain.
	
	

	5. Indicate (yes or no) if the project involves international collaborators.  If yes, please indicate countries.
	
	



FILES NEEDED:

(  1.  Prepare a separate file for the abstract (required).  Please label this file Abstract.

(  2.  Prepare a separate file for the Project Narrative/Relevance Statement (required).  This is a description of a Project Narrative/Relevance Statement - Using no more than two or three sentences, describe the relevance of this research to public health. In this section, be succinct and use plain language that can be understood by a general, lay audience. Please label this file Relevance Statement. 

(  3. Prepare a file for the bibliography & references cited. Please label this file References.

(  4.  Prepare a file for facilities & other resources. Please label this file Facilities.

(  5. Prepare a file for equipment (section 10).  Please label this file Equipment.

(  6.  Prepare separate files for any other project information that you wish to attach.  Please label each file consecutively with Attachment #, e.g. ,Attachment 1, Attachment 2, etc.
Section 3 – Performance Site
Will research activities take place at Hunter?  ( Yes ( No
If yes, indicate which campus ___________________________________.

Will there be a performance site other than Hunter? ( Yes ( No
     If yes, please provide the following information for each site:


	Organization Name
	

	Street Address
	

	City
	

	State 
	

	Zip Code
	


Section 4 – Research Plan

Please be sure that the total pages for this section should not be more than 25 pages for R01 or R25.  If it is another competition, please check the program announcement for further guidance on page limitations.

(  1.  Prepare a separate file for introduction (only for resubmission and revisions). Please label this file Introduction. 

(  2.  Prepare a separate file for Specific Aims.  Please label this file Specific Aims.

(  3.  Prepare a separate file for Background and Significance. Please label this file Background and Significance.

(  4.  Prepare a separate file for Preliminary Studies/Progress Report.  Please label this file Progress Report.

(  5.  Prepare a separate file for Research Design and Methods.  Please label this file Research Design.

(  6.  Prepare a separate file for Inclusion Enrollment Report.  This is for renewals or revisions only.  This is a table that must be downloaded from the NIH website.  Please refer to the guidelines. Please label this file Enrollment Report.  

(  7. Prepare a separate file for Progress Report Publication List.  This should include all printed materials that have resulted from the project since it was last reviewed competitively.  Please label this file Progress Publication.

Section 5 – Human Subjects
The following applies only when you have answered ‘yes’ to the question ‘are human subjects involved’.  In this case, the following files may be required and you are encouraged to consult the specific Funding Opportunity Announcement to determine which section must be submitted with this application.

** You must include a file for all of these components, even if the answer is N/A.


(  1.  Prepare a separate file for Protection of Human Subjects. Please label this file Human Subjects.

(  2.  Prepare a separate file for Inclusion of Women and Minorities.  Please label this file Inclusion of Women and Minorities.

(  3.  Prepare a separate file for Targeted/Planned Enrollment. This is a table.  Please download from NIH site.  Please label this file Targeted Enrollment Table.

(  4.  Prepare a separate file for Inclusion of Children. Please label this file Inclusion of Children.

Section 6 – Other Research Plan Sections
( 1.  Prepare a separate file for Vertebrate Animals if you have answered ‘yes’ to the question ‘are vertebrate animals involved’.  Please label this file Vertebrate Animals.

(  2.  Prepare a separate file for Select Agent Research.  Please label this file Select Agent.

(  3. Prepare a separate file for Multiple PI Leadership Plan.  If your project has multiple PI a leadership plan must be included.  A rationale for choosing a multiple PI approach should be described.  Please label this file Multiple PI.

(  4.  Prepare a separate file for Consortium/Contractual Arrangements.  Explain the programmatic, fiscal, and administrative arrangements to be made between the applicant organization and the consortium organization(s). Please label this file Contractual Agreements.

(  5. Prepare a separate file for Letters of Support.  If there are several letters, they must be combined into one file.  Please label this file Letter of Support.

(  6.  Prepare a separate file for Resource Sharing Plan(s).  Investigators seeking $500,000 or more in direct costs in any year are expected to include a brief one paragraph description of how final research data will be shared or explain why it is not possible.  Please label this file Resource Sharing.

(  7. A maximum of 10 PDF attachments are allowed as Appendices.  Please label these files so that they are descriptive of the content.  A summary sheet listing all the items included in the appendix is encouraged, but not required.  Photographs or color images of gel, micrographs, etc. are no longer accepted as appendix material and must be included in the Research Plan.
Section 7 – Key Personnel
Definition - Participants in a grant or application who contribute substantively to the scientific development or execution of a project. Key personnel contribute a specified level of time (contrast with other significant contributor) whether or not earning a salary.

· All key personnel must have an ERA Commons ID.

· We can only provide ERA Commons ID for Hunter personnel.

· If you are collaborating with individuals not at Hunter, their institution must supply them with an ERA Commons ID.

· Please be sure to review your Commons profile.  This information must match exactly or it will result in an error.

For each key person, please provide the following:

	First Name
	

	Middle Name
	

	Last Name
	

	Position/Title
	

	Organization Name
	

	Street Address
	

	City, State, Zip Code
	

	Phone Number, Fax Number
	

	Email Address
	

	ERA Commons User ID
(This is a required field.  If you don’t have this information, please contact the Office of Research Administration)
	

	Project Role
(Choice are: PD/PI, Co-PI/PD, Faculty, Post Doctoral, Post Doctoral Associate, Other Professional, Graduate Student or Other)
	



(  1.  Prepare a separate file for the Biographical Sketch (no more than 4 pages) for each senior key person.

(  2.  Prepare a separate file for current and pending support.


Section 8 – Sub-Awards/Consortium
A sub-award/consortium budget component should be completed by each consortium/grantee organization.  Do not complete this section if you a completing a modular budget.  If you have a sub-award/consortium, you must do the following:


· Please complete all of the information for the detailed budget for each sub award, for each year. Refer to Section 11.

· What is the Institution’s DUNS # ? _________________________

Section 9 – Cover Letter

· If applicable, please prepare a scanned file or PDF file of the cover letter.


· This letter should include, application title, funding opportunity number, request of assignment to a particular awarding component or scientific review group, list of individuals who should not review your application and why and discipline involved, if multi-disciplinary.  This letter should be addressed to the program officer.

Section 10 – Other Important Information
· Font Specifications - 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.) 

· Do not include header or footers.
· Do not number pages.
· Label each section in the research plan.
· Use at least one-half inch margins (top, bottom, left, and right) for all pages. 

Section 11 – Budget
You have an option of a detailed budget or a modular budget.  According to the guidelines, modular budgets are applicable to certain research grant applications from domestic organizations requesting $250,000 or less per year for direct costs.  Please be sure to review the guidelines for your individual competition.


Section 11.1 Modular Budget

	
	YEAR 1
	YEAR 2
	YEAR 3
	YEAR 4
	YEAR 5

	Indicate Direct Costs for Each Year
Your choices per year are:

$75,000, $100,000, $125,000, $150,000, $175,000, $200,000, $225,000 or $250,000

Please note that the amount can change yearly.
	
	
	
	
	

	Indicate the amount of the sub-award/consortium Indirect Costs, if applicable.
	
	
	
	
	


FILES NEEDED

1.  Prepare a separate Budget Justification.  Please include following files:


· Personnel Justification.
· Consortium/sub-award Justification, if applicable.
· Additional Narrative Justification, if applicable.  If the requested budget requires any additional justification, such as variations in the number of modulars requested, complete this section.


Section 11.2 Detailed Budget


If you need assistance completing a detailed budget, please contact the Office of Research Administration.   If you are completing a detailed budget, please address the following for each year.  If you have calculated the budget by use of a spreadsheet, you can send this file separately.  Please ensure that it includes all information below. Do not complete this of you have selected a modular budget.


A. Complete this section for all KEY PERSONNEL
	Name
	Project Role
	Base Salary
	Calendar months allocated to the project
	Academic months allocated to the project
	Summer months allocated to the project
	Salary Requested
	Fringe Benefits

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	



B. OTHER PERSONNEL

	Number of Individuals in this Title
	Project Role
	Calendar months allocated to the project
	Salary Requested
	Fringe Benefits

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




C. EQUIPMENT

List items and dollar amount for each item exceeding $5000.

	EQUIPMENT ITEM
	AMOUNT

	
	




D. TRAVEL

	
	AMOUNT

	DOMESTIC TRAVEL
	

	FOREIGN TRAVEL
	




E.  PARTICIPANT/TRAINEE SUPPORT COSTS

	
	AMOUNT

	Tuition/Fees/Health Insurance
	

	Stipends
	

	Travel
	

	Subsistence
	

	Other
	

	Number of Participants
	




F. OTHER DIRECT COSTS

	
	AMOUNT

	Materials and Supplies
	

	Publication Costs
	

	Consultant Services
	

	ADP/Computer/Contractual
	

	Equipment of Facility Rental/User Fees
	

	Alterations and Renovations
	

	Any Other Items Not Listed Above.
	



1.  Attach a Budget Justification. This should include additional information requested in each budget category provided above and any additional information you wish to support your budget request.  Note: this is a single justification for all budget years.
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