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>> Dwyer: Hello. Welcome to
today®"s webinar: Electronic
Submission OF Grant Applications For
Foreign Organizations. My name 1is

Cynthia Dwyer, I"m a Communications



Specialist at the NIH"s Office of
Extramural Research. We are happy to
be providing this event and look
forward to be spending the next couple
of hours with you. There will be a
recording approximately three to five
business days following this event,
and you will be able to find 1t on the
home page of our grants.nih.gov
website by clicking on workshops and
training and webinars.

IT you have any questions during
the webinar, you may type them into
the questions box, located 1In your
tool bar. |If you have any technical
Issues, please type them 1In the chat
box. This webinar is presented live,
but without a camera. Therefore, to
give you a better idea of who will be
presenting, I would like to introduce
you to our speakers.

First of all, Megan Columbus. She



iIs our NIH program manager for
electronic submission of grant
applications and she®"s also the
director of the Division of
Communications within OER at NIH.

Also presenting i1s Joseph
Schumaker. He 1s an eRA
Communications Specialist, and what
this that means i1s he works I1n our
Electronic Research Administration
Office.

I would like to now kick over the
presentation to Megan. On with the
show.

>> columbus: Thank you, Cynthia. 1™m
so glad everyone could join us today.
Joe and I will be splitting the
presentation and we"ll be going over
the various stages of the application
process. And we"re going to be
paying specific attention to those

Issues that are of specific interest



to foreign institutions.

I would like to be able to handle
some questions as | go through the
webinar and so 11l be stopping at
the -- probably the end of each of
the -- each of the parts of the
session, so each of the prepare to
apply, finding an opportunity,
preparing an application and
submitting the application. And I
can take questions at the end of each
one of those. So let"s start with
preparing to apply.

So one of the first things when you
are preparing to apply to NIH is you
really need to understand the NIH
grants process. Grants@nih.gov 1is
your central location at NIH to get
information about grants. Let me
give you a will really quick tour so
you can understand how to use the

central resource. To understand the



basics of the NIH grants process,
you"ll find that here. |If you are
looking for funding opportunities,
you will find 1t in the NIH Guide for
grants and contracts. Right here.
IT you are looking for information
about application form instructions
and due dates, you will find that in
this box. It"s also about submission
policies are also here.

General grants policy can be found
over here. And these apply to all of
NIH, remember. There®"s a page
specific to foreign grant information
that 1 would like to highlight as
well. That will take you throughout
the life cycle of agrant. Whatwe"re
here to talk about today, which is
applying electronically and
electronic submission. The thing to
understand i1s that electronic

submission of grant applications is a



requirement for all competing grant
applications to NIH. The only
exclusions to this right now are large
complex multi-project applications,
those are going to be transitioning to
an electronic submission in 2013.
Really everything that comes to NIH
needs to be electronic and we don"t
have many exceptions to that. One
thing I want to point out is that this
process requires great attention to
detail. Every instruction is really
important. You can get tripped up a
little bit easier, so give yourself
lots of times, pay attention to the
instructions in the application
Guide, pay attending to the pending
opportunity announcements. They"re
all 1mportant.

One of the things, essentially iIf
you are an organization that does not

submit frequently to NIH, you need to



think about what you are doing
internally within your organization.
So as you are looking at application
preparation, you need to have
discussions internally about who is
responsible for preparing different
parts of the application. Who is
developing the research strategy,
probably the investigator, but who i1s
putting together the budget. Do you
do that 1n conjunction with your
Institutional Officials? With your
administrators? Figure that out
ahead of time so that it"sclear. Who
has signing authority for your
institution? Remember that grants
to NIH come -- are given to
institutions. So investigators, you
are working very closely with your
institutions because the Signing
Official, also called Authorized

Organizational Representative, at



your institution, i1s the one who 1s
actually submitting the application
and committing your institution and
assuring NIH that your institution
can complete everything that i1t said
It can.

What about the internal review
process at your institution? It"s
Iimportant to understand what"s going
to happen, right? So what®"s going to
happen when. What about internal
deadlines? The application process
Is something that I°ve already said,
it takes a lot of attention to detail.
So as a Principal Investigator, ifyou
have completed your application, you
have to understand that your
institution may need the application
two to three weeks before the
application due date iIn order to
review that application carefully, in

order to submit the application to



NIH, preferably multiple days ahead
of the deadline to give yourselfT time
to be able to correct any errors. And
so what this really means is that
administrators and Pls have to work
together and they have to figure out
that partnership before you even
begin the process.

Okay. To understand some of the
complexity, so there are multiple
systems working together iIn order
to -- electronic systems working
together when you are submitting an
application to NIH. NIH does not
control all of these systems. So
Grants.gov i1s the U.S. federal
government®"s portal for finding and
applying to grant opportunities
that -- any grant opportunities
around any of the U.S. federal
agencies. Okay?

That 1s not run by NIH. That"s



something that all of the agencies
use. So the applications are
submitted through Grants.gov, and
they are retrieved by NIH systems
called the eRA Commons. Electronic
Research Administration Commons.
This system i1s a system where NIH can
interact electronically with our
applicants about the grant
application and the grant award. So
we share information about grant
applications and awards through the
eRA Commons.

As we go through this presentation,
It"s very 1mportant to understand
that Grants.gov knows absolutely
nothing about NIH business rules.
Okay?

It"s only once your application
gets to NIH systems, when we can start
looking at whether or not your

application has complied with NIH



business requirements.

What"s i1ncredibly important to
understand in all of this i1s that each
system you are interacting with has
1ts own registration requirements, It
has 1ts own application requirements,
it has 1ts own help desk and support.
Which means that you have to be paying
attention to what part of the
submission process you"re in, 1In
order to get the assistance that you
are going to need.

Let"s move on.

So there are different ways to
submit an electronic application.
The most common is from the
downloadable forms that you will find
when you go through a funding
opportunity and get to Grants.gov.
And 1*11 show you how to do that in a
few moments. But you"ll be

downloading forms on to your



computer, working on those forms
offline and then submitting them to
NIH.

Some institutions who have -- who
submit many applications to NIH,
they"ve actually developed
electronic systems that submit the
data fields that we need to Grants.gov
using a data stream. There are
organizations that don"t submit as
many applications to NIH that use the
services of a commercial service
provider to assist with that
submission. And you can find more
information about that right here.

Okay?

For the purposes of this
presentation, we"re going to be
speaking as 1T everyone®s submitting
using downloadable forms but the
concepts are all the same.

Next In terms of preparing to



apply, you need to be sure that you
have the software that®"s required.
The downloadable forms are Adobe
based forms to a free Adobe reader is
required. Many people already have
that because that"s how you open any
PDF document you might find. There
are some limitations on which Adobe
reader versions are compatible with
Grants.gov forms. Very old versions
may not be. So i1f you don"t have an
up-to-date version, you may want to
update your version of Adobe reader.
Or you can check your version at the
Grants.gov download software page.
The other piece of software that
you might need or that you will need
is all of the documents that are
requested associated with your grant
application like, you know, your
research plan documents, are required

to be submitted in a PDF format, so you



need some way to convert things from
the word processing software that you
use Into a PDF form. There are
different products you can use. Some
of which are free, some of which are
not. You can find more -- on the
Grants.gov download software page.
And you can find specific information
about things to be careful about when
you are developing a PDF to send at
this link right here.

Note that -- and 1 think
that -- that my co-presenter here,
Joe, 1s going to get into thisa little
while later, but just remember that
the more basic that PDF, the better.
We don®"t want security, we don"t want
anything else on that PDF. The more
basic, the easier i1t i1s for our
systenms.

Let"s move into registration.

Organizations have to register 1iIn



multiple systems i1n order to apply.
And you“"re going to see, there"s many
systems that you need to interact
with. For foreign organizations,
especially, start an absolute minimum
of eight weeks before an application
due date. In fact, my advice would be
1T you are considering applying to
NIH, even 1f you have not found a
funding opportunity announcement,
your organization should be
registering to apply now. You don"t
want the stress of -- of trying to
complete this at the last minute
before you are trying to apply.
It"s Important that every one of
these registrations is completed.
Not just begun, but completed by the
application due date iIn order to
apply. Otherwise your application
will not be accepted by the NIH.

So here"s a list of organizations



with whom you must register to apply.
Note that there"s a distinction.
Remember, the main applicant to NIH 1s
the organization, right, i1t"s your
institution. So your iInstitution iIs
going to have to apply to get an NCAGE
code, right, only for foreign
organizations, you will also need to
get a DUNS number, register In a
system called SAM, System for Award
Management, you are going to need to
register in Grants.gov and the eRA
Commons. Okay? That"s for
organizations. Pls, you are only
going to need to register in the eRA
Commons and you are going to need your
institution to help you initiate that
registration process and in order to
do that, your institution must be
registered with the eRA Commons
themselves.

Okay?



Folks, 1T you have questions about
registration as 1"m going through and
you want to be submitting them, I can
answer them at the end of this
section. The one thing that I would
advise i1s that sometimes we don*t know
that our organization may already be
registered in these systems because
1t may have been somebody else at your
institution who took care of that.
So, again, that coordination within
your institution is important and you
can check within each of these systems
to see 1T you are already registered
SO you don"t try to create a duplicate
registration and do extra work,
because who wants to do that.

All right. So the first one we"ll
talk about i1s the NCAGE -- oops, |
have a typo on the slide, 1™m sorry.
It should say NCAGE on the top, in the

title. Foreign organizations must



obtain what"s called a NATO
commercial and government entity
code. Okay. This i1s a five
character code to identify a given
facility at a specific location.
It"s also required for a registration
that I"m going to talk about next,
which i1s a System for Award
Managements. There"s information
here about how to obtain an NCAGE code
and there"s a specific phone number,
iIT you need assistance.

Okay. You also need a Dun &
Bradstreet number. That"s a nine
digit identification number for your
business or institution. 1t"s free.
This 1s the only one that®"s usually
very quick. All right? So get your
DUNS number early. Once you have
your DUNS number, you can then
simultaneously be working on your SAM

registration and your eRA Commons



registration.

All right. So SAM. System for
Award Management. For those of you
who have applied to NIH before, this
used to be called just six months ago
central contractor registration. So
SAM replaces what used to be the
central contractor registration, the
CCR registration. |If you were
previously registered in CCR, you"re
going to still need to go to SAM to
create a SAM account. But when you
create that account, your email
address will link your new SAM account
with your old CCR Iinformation. Okay?

Annual renewal of SAM registration
IS required. And so | suggest that
you do your renewal, you will get
email notifications from SAM.
Indicating that renewal i1s pending.
And make sure you act upon those

quickly because the last thing you



want 1s to reach your application due
date and realize you haven®t done that
renewal and we can"t accept your
application.

I"m not going to go into the steps
required for registration for SAM,
but I did want you to have that
information here. Some of the core
data that you"ll need are your DUNS
numbers and the business information
and your NCAGE code, some of your
financial information, there"s a fair
amount of information. So start
early. Okay?

Remember how 1 said that each of
the -- each of the systems that you
are dealing with have their own help
desks, they are all managed by
different parts of the federal
government here in the United States.
SAM.gov happens to be supported by the

federal service desk. Okay? And



here i1s the iInformation you need in
order to get help from them.

Okay. Grants.gov is the next
registration. Again, this is the
registration for your organization.
So PIs should be working through their
organizations to make sure that
registration has happened.

You"ll already need that DUNS
number and the NCAGE number and the
SAM registration in order to register
with Grants.gov. Grants.gov 1is
where you are going to designate who
your Authorized Organizational
Representative 1s. We"ll call that
an AOR. That 1s a person who can
actually sign the application on
behalf of your institution and submit
that application to Grants.gov.

Note that throughout the
registration process for Grants.gov,

there"s a step where an e-business



point of contact, which you will have
designated 1n SAM, 1s going to receive
an email saying that you are -- that
you need to approve the authorized
organizational official role for the
user. Make sure that approval
happens. Okay?

And the one thing i1s that 1 do
recommend that any time to Grants.gov
you can track your AOR status by
logging In with a user name and
password, so you can always check to
see 1T you are registered.

One of the things that I would
really highly recommend, even if you
only have one person at your
institution who has the official
authority to sign-off for your
institution, make sure that you
designate multiple people who have
AOR capabilities in Grants.gov.

Okay? If you only have one AOR and



you are trying to submit an
application and that person, your AOR
IS on vacation and you can"t get ahold
of them, you may not be able to
establish an alternate AOR quickly
enough 1In order to meet the
application deadline. So 1 really
encourage you to establish multiple
AORs and have processes at your
institution that determine who can
submit the application, when. Okay?

And here®"s help information for
Grants.gov. They do have 24, 7 days
a week, 24 hours a day support, except
for U.S. federal holidays. There is
an online help request and here"s the
link for 1t. It"s not so easy always
to find it, even going to that link and
so the hint here i1s to click on that
contact us 1n the upper right-hand
corner there. Okay?

Okay. So we"ve registered in



NCAGE and we®"ve gotten our DUNS
numbers and we"ve gotten our SAM
registration. We could be
registering iIn Grants.gov 1In the eRA
Commons simultaneously. Right? So
eRA Commons is the first time that you
are actually interacting with NIH.
And so both the applicant
organization and the Pl need to be
registered there. Remember that the
applicant organization once they are
registered i1s going to initiate a Pl
registration in the eRA Commons and
the P1 will set up a Pl profile there
telling us a little bit about
themselves. Okay? And then the PI
would be responsible for completing
that registration process i1n the
Commons.

I"m not going to go step-by-step
through the process, but I do want you
to know that you have to hit all of the



steps that are needed. Letme hit the
highlights for you here.

So you"re going to complete this
online institutional registration
form. You have to print and fax the
registration page. It must be
signed, dated, and faxed. Okay?
That"s really important. What"s
going to happen next i1s that the
Signing Official has to verify the
email address. And so you have to
click on the €link In order to verify
the email.

Okay. |If you don"t do steps 2 and
3, then NIH can™"t even begin to
process your registration. Once the
Signing Official receives the
approved email from NIH -- and
remember Signing Official i1s the same
term as we use i1n the Grants.gov world
for Authorized Organizational

Official [sic], an emaill contains a



link to information that you must
verify, okay, so you can see that
there®s going to be at least four
different steps that you need to do
and that"s where 1"m saying i1Is that
pay attention to every email that you
get, pay attention to each direction
that you get from us.

Okay?

Okay. Getting help with the eRA
Commons. Here"s help desk support.
We are only available from 7:00 a.m.
to 8:00 p.m. eastern time and we"re
not available on federal holidays.
But we do recognize that many of you
are working at different hours than
many of us are working. So we do
encourage online help requests.
Okay? So 1f you submit and 1t"s
midnight for us, we" Il get back to you
the next day.

I"m sorry, 1"m having a little bit



of a problem advancing my slides.

Just one moment, please, I"m sorry,
technical difficulties.

Okay, 1 think that I just lost my
keyboard. Give me another moment or
so, I"m sorry, thank you for your
patience.

We"re working on it, promise.

>> While we"re addressing, this i1s
Cynthia Dwyer, while we"re addressing
the technical issues that we"re
having with our equipment, we are
doing our best to answer the questions
that are coming in as they are coming
into the questions box. We"ve had a
few about the registration of SAM.
And where the slides are available.
IT you will go to the chat box, that
you see in your tool bar, you will see
a website where the presentation, the
PowerPoint presentation is currently

housed. This i1s also the location



that you will be able to find an
archive of this webinar, a transcript
of the webinar, as well as -- as well
as a PDF of the presentation.
So -- so i1n about three to five days,
go back and check this website, which
1s located on a webinar page off of our
workshops and training web pages as
well. You can find that and all of
the other resources that Megan has
been talking about linked from the
grants.nih.gov website. We
appreciate your patience while we
work the technical difficulties out
and 1t should be pretty quickly.

>> columbus: AIl right. 1°m thinking
we"re back in business. Is
everybody -- 1T everybody doesn®t see
my screen following along with me, let
me know. We had to do a quick
computer switch there. All right.

So as | was saying, getting help In



the eRA Commons. Here"s the
highlighter, online help requests.
IT you"re in significantly different
time zone and you can"t talk to us in
person, submit an online help
request.

Okay. So -- so this i1s a chart
that we developed a while back and I
just wanted to include 1t here because
1t shows the different roles. Right?
So an -- when we"re looking at
preparing to apply, the Authorized
Organizational Representative can
register on Grants.gov and all of the
ancillary registrations that
Grants.gov requires with DUNS and
NCAGE and with everything else, with
the eRA Commons, the Authorized
Organizational Representative also
helps PIs register in the Commons and
updates i1nstitutional profile that

they will establish when they



register within the Commons. The
Principal Investigator your role is
to register 1n the Commons and update
your personal profile and then
anybody, of course, can download the
reader from Grants.gov, and anybody
will be able to find opportunities or
prepare an application package. The
submission can only be done, however,
but the Authorized Organizational
Representative. Okay. So we"ve
talked about preparing to apply and
register. Joe or Cynthia, are there
any questions that 1 need to be
answering for everybody?

That have to do with --

>> There"s a question about
[indiscernible]

>> columbus: 1 can"t hear you.

>> There"s a question about SAM.
Registration [indiscernible].

>> columbus: SO there"s a question



about SAM and the registration that
needs to be done. Our Institution iIs
registered for two years, but we don"t
have -- we don"t have a registration
for SAM. Only to the others.
Adrian, I"m not quite sure that I
understand your question. We do need
you to be registered. |If you are
registered with SAM, then you"ve got
all of the other registrations that
you need. You just need to do
Grants.gov and you need to complete
the eRA Commons registration. Okay.

>> Also for those who have
previously registered and you did a
CCR registration as a part of that
process, to register your
organization in Grants.gov or -- I™m
sorry?

[audio 1nterference].

>> For those that previously

registered and have CCR registration,



because you did your registration a
couple of years ago or even six months
ago and you registered through the
CCR, that registration is going to be
automatically transferred to SAM.
You don"t have to reregister in SAM,
SAM 1s going to pick 1t up. No?

>> Columbus: SAM 1S going to pick up
the CCR registration but you need
to —-

>> | "m sorry.

>> columbus: 1 would go to SAM and
verify that you are set up 1n SAM and
ready to go, even if you are
registered in CCR before.

>> Absolutely, thank you so much.
Yeah.

>> Columbus: SO what we didn"t say 1s
that we do have a couple of folks who
are here, Victoria do you want to
introduce yourselT real quick? They

are here and they are grants



management and they are interested in
helping answer questions for us.

>> Hi, I"m Victoria Bishton a
Grants Management Specialist at NIH.

>> columbus: Thank you so much
Victoria. All right. So let"s talk
about finding an opportunity.

We"re going to go through fairly
quickly but I wanted to make sure that
you understand how to find an
opportunity to apply. Again here we
are, and i1t"s 1mportant to get to
Grants.nih.gov. This 1s your home
base for understanding NIH grants.
Finding a funding opportunity can be
done through the NIH Guide for grants
and contracts. Okay? That"s NIH"s
way of advertising opportunities.
You will also find opportunities on
individual NIH institute®s home
pages, et cetera, but all

opportunities from across NIH"s 26 or



so institutes may be found iIn the NIH
Guide for grants and contracts.

Okay?

You may also find funding
opportunity announcements from
Grants.gov. Grants.gov, again, 1S
the U.S. portal for grant
opportunities across the federal
government. And why might this
interest you? Well, you know what?
NIH isn"t the only agency that funds
biomedical research, right? Our
Department of Defense funds things
like breast cancer research. It"s
surprising what"s found in other
agencies. So while the NIH Guide for
grants and contracts is comprehensive
for NIH funding opportunity
announcements, you may want to check
Grants.gov as well because maybe
there®s something at another U.S.

agency that might be interesting for



you.

Okay .

When you are looking for funding
opportunities in the NIH Guide, you
can do a search and you are going to
get a search screen that comes up with
the results page that looks like this.
What you will then be doing 1is
clicking the announcement number to
access funding opportunity
announcement information. And
remember how vital that funding
opportunity announcement is. It"s
not just reading and understanding
the science, which of course i1s why
we"re here. But being very careful
to read, especially Section 4, which
iIs the application and submission
information. This 1s going to tell
you any funding opportunities
specific submission instructions and

what you need to understand i1s that



when the funding opportunity
announcement says something
different than the application Guide,
you should be following what"s in the
funding opportunity announcement.

Okay? In the NIH funding
opportunity announcement that you
will get to through the Guide, there
Is a button for applying for grant
electronically. You will click that
button. What i1t"s actually going to
do, 1t"s going to take you to
Grants.gov and to a page that"s to
download the application iIn
Grants.gov. So whether you are
getting to this opportunity from
Grants.gov or from the eRA Commons,
you will get to this page, which i1s a
page that you download the
application form from at Grants.gov.
One note about that, i1s that

occasionally application form



versions change. So if there are two
different application forms
available, be absolutely sure to pick
the highest available competition
1.D. Okay? |If more than one choice
Is presented. All right.

We"re going to click the download.
For the applications and
instructions. We"re going to sign up
for agency updates for the funding
opportunity announcements. This
means 1T something changes with that
funding opportunity announcement
i1It"s usually things that change that
are specific to the actual submission
process. The NIH Guide i1s where
announcements go about changes to the
science and to other things.

>> Schumaker: Megan, 1f 1 can add
something there, too, you want to make
sure you fi1ll that out and submit your

email address because we have had



occasions where funding
announcements have been expired
early.

>> Columbus: Good point.

>> Schumaker: And you end up
submitting with the wrong package
when that®"s old and i1t gets denied
because you didn"t have the most
current application package. So you
will get an email notification, if
that changes, and you do still want to
check just before you go through all
of the submission process to make sure
that you have the most recent
application package for your funding
opportunity announcement.

>> columbus: And that"s especially
true which NIH 1ssues funding
opportunity announcements that are
good for three years. They have
multiple submission dates per year

and they are good for three years.



But the actual application package
that you are required to use might
change during that time. And so
Joe"s point about checking the
funding opportunity announcements
before you actually start developing
the application for a specific
receipt date 1s a good one, thanks,
Joe.

Okay. So as we move on, you can see
that we can download the application
instructions and the application
package from here. And now I"m going
to pass i1t over to Joe, who i1s going
to start talking about what happens
once you actually download that
funding opportunity announcement.

Do I want to take any questions
about how to find a funding
opportunity announcement?

Let"s see. Looking for questions

that might be related to that. We are



answering some of them as we go
online.

Okay, Toby i1s asking a question
about what I mean about the
competition 1.D. Let me go back just
a couple of slides and let me show you.
Right here i1s the competition 1.D.
In this table. Okay? It"s got the
opportunity number, the competition
I1.D. And so iIn this competition
1.D., you will see we say Adobe forms
B2. If we come out with Adobe forms
B 3, there may be another row here for
Adobe forms B 3. You would want to
make sure that within this
competition 1.D. field you identify
the highest form version available
and then you would click, there would
be another row here and you would
click to download that opportunity
there. So thanks for the question,

Toby.



Another question i1s do the Fogarty
grants follow the same principles?
So Fogarty is the center for
international folks. And, yes, they
do follow all of the same principles.
Again, anything specific to
particular funding opportunity
announcements would be found within
the funding opportunity
announcements themselves.

There"s another question here
about whether there are separate
opportunities for different
countries. And that"s a really good
question.

You™"ll find that most of our
funding opportunity announcements
have an eligibility section iIn them
and that eligibility section is
required to state clearly whether
foreign applications are allowed or

not or applications from foreign



organizations are allowed or not.

There are a few specific
opportunities that may be -- i1In fact,
I think we have some folks In the room,
don"t you guys have one that 1is
specific for Africa? Okay. So
there are ones that are specific
because of maybe that we are targeting
something specific iIn a specific
region. But in general, | encourage
you to look at the eligibility section
in the funding opportunity
announcements.

Let"s see ... do -- you know, Jean,
I see that you have a question about
whether other U.S. government
agencies accept applications from
foreign iInstitutions. And if
there®s a way to 1dentify that without
opening each opportunity. And I™m
afraid I know that there are some

other agencies that accept funding



opportunities from other countries,
but I can*t tell you -- I don"t know
myself whether or not -- whether
that"s -- something that"s across all
agencies or whether all funding
agencies allow foreign applications.
I"m sorry.

I have another question here from
David, who -- they are actually using
a commercial service provider to
submit an application, they want to
know 1T the process i1s any different.
And, David, the underlying process is
not different In that case.

You still need to make sure that you
are registered everywhere you need to
register. You still need to find the
funding opportunity announcement.
And you are still going to need to fill
in all of the information that"s
required for that opportunity. It"s

just that your screens may look -- may



look a little bit different to fill in
that information. And your
commercial service provider might
help do some of the checks to see iIf
you are following NIH business rules
before submission.

All right. 1 think that 1"ve
answered a bunch of questions and
let"s keep going. So I"mgoing to get
back and Joe, I think we are ready for
preparing an application.

>> Schumaker: Well, good morning.
Good afternoon. Good evening.
Whatever your case may be. Thank you
for joining us today. [I°m going to
talk a little bit about the preparing
an application and I1"m going to tell
you up front this i1s going to be the
mechanics of filling out an
application. 1 have no knowledge
whatsoever of what makes a good

application. So that will be



something more for the grants info
folks, for -- for looking up some
grant writing information that we
have on the website. That type of
information. This 1s going to look
at predominantly the downloadable
forms and what you do need to watch out
for 1n terms of information that we
have a few slides i1n here that speak
to some of the particular challenges
that foreign institutions are facing
In this process. Sowe"re going to go
ahead and get started with that.

So let"s look at preparing an
application.

So as Megan stated earlier, you
have two sources of information for
completing an application. You have
the application Guide, and then you
have the actual funding opportunity
announcement. When you read the

application Guide because i1t 1s not



only for NIH, there are -- there 1s
the HHS logo, which looks kind of like
an eagle, when you see that that"s
going to be something specific for NIH
needs. So you want to be looking for
that when you are reading through the
application Guide and filling out
your application.

Then you also want to make sure that
you are checking the funding
opportunity announcement to make sure
that you are getting any specifics
from that that you need to be aware of.

And so you want to be looking for
that logo, when you are reading
through the application Guide. Now
the NIH uses a form called the
Standard Form 424 research and
related dataset forms. These are not
NIH forms. These are owned and
maintained by the Grants.gov folks.

So we all use these forms and so they



are federal-wide forms and so some of
the forms are going to be marked as
required because they are required
for Grants.gov. Other fields on the
form are going to be required by NIH,
but are not going to necessarily show
up as required and that"s why you want
to make sure that you"re reading the
FOA, the funding opportunity
announcement and the application
Guide.

So there will be agency-specific
parts in what"s called the PHS form as
well. So it really is a conglomerate
of forms and you just need to work
through them very carefully and again
paying attention to the details to
make sure that you are filling
everything out that"s going to be
required for NIH and for that
particular opportunity.

So this i1s kind of the first thing



you see when you open up the
application package. It"s going to
have a bunch of prefilled information
at the top and you want to check this
when you download the opportunity.
Because you want to make sure that you
actual ly have the right one, make sure
that 1t"s the right name and that
you"ve got the right opportunity
number, what you wanted. And you
want to make sure you check those open
and close dates. And then the very
first thing you have to do i1s you have
togive itaname. That is absolutely
required.

So the fields that are required by
Grants.gov are going to be yellow with
a red box around them. So you are
going to definitely want to be looking
for those.

All right. You download i1t, the
first thing that you want to do is make



sure that you save 1t. So that i1t"s
on your local drive. This is the
advantage of the downloadable forms
iIs that once you"ve downloaded the
form, you do not have to have an
internet connection to be completing
the application. You can -- you can
copy this to -- to a portable drive
and share it with your colleagues an
send 1t by email and so forth in order
to get everybody that you need to
involved with 1t working on 1t. So
again make sure you have the right
information. This i1s all
prepopulated, not editable.

And, again, mandatory fields are
going to be highlighted 1n yellow with
the red box.

And you are going to come in and
because different FOAs or different
funding opportunities require

different things, you are going to



have what are called mandatory
documents and optional documents.
So you need to make sure that you
complete all of those mandatory
forms. And you will always do that
first SF or the Standard Form 424 as
part of the process, that"s for
everything.

Then you"re going to have some
optional documents. This iIs where
you need to read through the funding
opportunity very carefully to see
which one of these, just because i1t
says 1t"s optional doesn®"t mean that
you don"t have to do i1t. [It"s going
to be specified 1In the funding
opportunity instructions as to what
optional forms are not actually
optional. So, again, you want to be
reading all of the instructions very
carefully.

And we can"t stress that enough, so



I threw another little blip on the
slide there for ya. Make sure you
read that. All right. So basic tips
for success. Will make sure that you
are following those funding
opportunities specific instructions.
Make sure you are reading the
application Guide for the overall
instructions. And this 1s where you
get into some of the mechanics about
the page sizes and naming conventions
and some of the more technical details
of an application. Don"t add extra
headers and footers as part of your
information. You -- you

don"t -- when we take all of that data
and compile it into your application
for review, there"s a lot of
information that gets added 1n those
areas, so you don"t want to be doing
those. Also this idea of two column,

so you want to try to make it look



nicer by adding columns, not a good
idea. Sometimes that doesn"t get
processed well when 1t comes Into the
system and you want to make sure that
as Megan said earlier, keep it simple.
Make sure your information is good.
But 1t doesn"t really have to be
pretty in order to -- to be reviewed
for success.

Now, again, you"re going to want to
make sure that you are checking out
for what fields are required by NIH.
For example, the DUNS number field is
not something that"s required by all
federal organizations. Therefore,
It"s not going to be actually
highlighted in yellow with a red box.
But 1t 1s required for all NIH grants.
So you have to make sure that DUNS
number field gets filled In. And In
some cases, this will get

prepopulated once you do i1t the first



time through different sections of
the form. But always be looking for
1t because there are a few forms that
It"s not prepopulated. But 1t is
going to be required, so you want to
make sure that you"re looking for
that.

Now, this i1s very, very important.
Your DUNS number on your application
has to be the same DUNS number that you
use In Grants.gov and in SAM. So 1In
your other registrations, in the
Grants.gov and the System for Award
Management, you have a DUNS number.
Make sure that you are using that same
DUNS number on your application.
This connects all of the dots and the
different pieces together. So be
very aware of what that 1s and that you
are using it correctly for your
organization.

So there are some fields again that



are marked as required by Grants.gov
but -- then other fields that are
required by NIH. So, for example,
when you are doing senior/key person,
so these are going to be additional
scientists or Prinicpal
Investigators as part of your group,
they need a credential. This is the
credential here i1s actually their
Commons, their eRA Commons user name.
And so not only do you have to be
registered in Commons, anybody else
that"s going to be a Principal
Investigator in your study also has to
be in the Commons. So they"ll have
to -- 1f they"re not already
registered they"re going to need to
get registered.

Also, when you add additional
people to your application, you have
to give the name of the organization

that they"re with. This iIs done to



help avoid conflict of interest
problems.

So make sure that those fields,
although not marked as required by
Grants.gov, they are required by NIH
so you have to make sure you fill those
out.

There"s also terminology issue
which i1s also a challenge for
everybody. On the senior/key person
form 1n particular, we run into this
problem with the i1dea of a Co-PD or
PIl.

The terminology of Co-PD/PI 1is
actually something used by the
National Science Foundation but is
not used by NIH. So while i1t is part
of the form, it i1s not something that
NIH recog