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	NATIONAL INSTITUTES OF HEALTH NEW PROPOSAL SUBMISSION AND PREPARATION CHECKLIST 
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OVERVIEW
The National Institutes of Health has established standard proposal preparation instructions and guidance through the NIH Application Guide (and as excerpted in this checklist).  This checklist is not intended to substitute for the instructions found in the Guide or a thorough, careful review of materials prior to submission.  

Please also note that additional information regarding proposal preparation and submission may be available in the funding opportunity announcement and may deviate from this checklist.  

PROPOSAL FORMAT
	COMPLETE
	N/A
	COMPONENT

	☐
	☐
	All file names must be descriptive and contain 50 characters or less.  Do not use the ampersand (&) character in file names.  Use one space (not two or more) between words and characters.  A space counts as one character. 

	☐
	☐
	Do not paginate individual sections of the proposal or add other information to the headers or footers.  eRA Commons will automatically assemble, paginate, and add PI’s name to the header.  

	☐
	☐
	Recommended typefaces of 11 points or larger include: Arial, Georgia, Helvetica, and Palatino Linotype.  Other fonts may be used if the font adheres to the NIH Format Requirements.  A “symbol” font may be used for Greek letters or special characters, but the font size requirement still applies.

	☐
	☐
	All documents must have at least one-half inch margins (top, bottom, left, and right).

	☐
	☐
	Smaller type size may be used in figures, graphs, diagrams, charges, tables, figure legends, and footnotes, but must be in a black font color, and follow the font typeface requirement.  Color may be used in figures but all text must be in a black font color, clear, and legible.  

	☐
	☐
	Page limits apply in most sections.  A listing of page limits for each section by activity code is available online.



SF424 (R&R)
	COMPLETE
	N/A
	COMPONENT

	☐
	☐
	Provide a project title, limited to 200 characters including spaces and punctuation.  The title must be different than any other NIH or PHS agency application submitted by the same PI.  

	☐
	☐
	Provide a project start and end date.    



OTHER PROJECT INFORMATION
	COMPLETE
	N/A
	COMPONENT

	☐
	☐
	If Proprietary and Privileged information is contained in the application, please consult with the NIH Application Guide for instructions on identifying such information throughout the proposal.  (This is not common for basic science proposals.) 

	☐
	☐
	Project Summary/Abstract: The project summary is a succinct and accurate description of the proposed work and should be informative to other persons working in the same or related fields and understandable to a scientifically literate reader.  Avoid both descriptions of past accomplishments and the use of the first person.  This section is limited to 30 lines of text.

	☐
	☐
	Project Narrative: In no more than three sentences, describe the relevance of the project to public health to a lay reader.  

	☐
	☐
	Bibliography & References Cited: Include a bibliography for all references cited in the Project Narrative.  Include the names of all authors (“et al” is not permitted).  

	☐
	☐
	Facilities & Other Resources: Describe the resources available from all participating organizations to support the project (Laboratory, Animal, Computer, Office, Clinical, and Other).  

	☐
	☐
	Equipment: Describe the equipment available from all participating organizations to support the project.  

	☐
	☐
	Other Attachments: Provide only in accordance with the announcement and/or agency-specific instructions.  



PROJECT/PERFORMANCE SITE LOCATION(S)
	COMPLETE
	N/A
	COMPONENT

	☐
	☐
	For projects with subawards, all subaward recipient sites must be included along with their Congressional District.  



SENIOR/KEY PERSON PROFILE
	COMPLETE
	N/A
	COMPONENT

	☐
	☐
	Profiles must be provided for all senior/key persons, as well as other significant contributors and consultants.  

	☐
	☐
	For all individuals listed as PI/PD, they must provide their eRA Commons ID.  Please contact osp@seattleu.edu to request an eRA Commons ID.  

	☐
	☐
	Biographical sketches cannot exceed five pages and should include: Personal Statement; Positions and Honors; Contributions to Science; and Research Support and/or Scholastic Performance.  

	☐
	☐
	After the PI/PD, remaining senior/key person profiles should be listed in alphabetical order.  

	☐
	☐
	Unless otherwise indicated, do NOT provide Current and Pending Support documents for each individual.  



BUDGET & BUDGET JUSTIFICATION 
	COMPLETE
	N/A
	COMPONENT

	☐
	☐
	Salary and effort is limited to the NIH Salary Cap.  

	☐
	☐
	Foreign organizations may include limited F&A Costs (up to eight percent MTDC less equipment).

	☐
	☐
	R&R Budget Form (for proposals requesting between $250,001 and $300,000 in direct costs): 
· A detailed budget must be included for each year of the project.  
· All expenses must be necessary, reasonable, and allocable to the project and must align with the budget justification and research strategy.  
· The budget justification must include a justification for the following categories: equipment, travel, participant/trainee support, and other direct costs; a justification should also be provided for any significant increase or decreases from the initial year budget. 
· If subawards are included in the project, include the R&R Subaward Budget Attachment Form.  

	☐
	☐
	PHS 398 Modular Budget (for proposals requesting less than $250,000):
· List the number of modules requested per year (each module is $25,000).  
· The personnel justification should list all personnel, including name, percent of effort, and role(s).  
· The consortium justification should include a list of subawards rounded to nearest $1,000 per year, identify whether each subrecipient is a domestic or foreign entity, and identify the subrecipient personnel, including name, percent of effort devoted to the project, and role.  
· An Additional Narrative Justification should be attached to explain additional items in the budget, including variations in the number of modules requested in each year of the project. 



PHS 398 RESEARCH PLAN FORM
	COMPLETE
	N/A
	COMPONENT

	☐
	☐
	Specific Aims: The Specific Aims is limited to one page and states concisely the goals of the research and expected outcome(s), including the impact of the results on the research field(s) involved.  

	☐
	☐
	Research Strategy: The Research Strategy page limitation will vary by Activity Code.  The Research Strategy should be organized into three sections: Significance, Innovation, and Approach.

	☐
	☐
	Vertebrate Animals: Required only if the applicant yes to “Are Vertebrate Animals Used” on the R&R Other Project Information Form. 

	☐
	☐
	Select Agent Research: Required only if the project will use select agents as identified by the CDC and Animal APHIS. 

	☐
	☐
	Multiple PI/PD Leadership Plan: Required for all proposals that will utilize a multiple PI/PD leadership model.

	☐
	☐
	Consortium/Contractual Agreements: Required for applications that involve subrecipients.  

	☐
	☐
	Letters of Support: Letters of support may be attached to the application to: demonstrate the support of consortium participants; stipulate co-authorship expectations; indicate data or resource sharing commitments; include consultant rates and level of effort/hours per year; and/or demonstrate access to core facilities and resources.  

	☐
	☐
	Resource Sharing Plan(s): Include information/documentation on sharing data, model organisms, or genomic data.  

	☐
	☐
	Authentication of Key Biological and/or Chemical Resources Plan: Describe methods to ensure the identity and validity of key biological and/or chemical resources used in the study.  

	☐
	☐
	Appendix: Appendices may be included, but only in limited situations.  Consult the NIH Application Guide for details.  



PHS ASSIGNMENT REQUEST FORM
	COMPLETE
	N/A
	COMPONENT

	☐
	☐
	Optional form.  Applicants may select up to three institutes/centers for assignment application and up to three SRGs or SEPs.  This information no longer may be included in the Cover Letter.  



NOTES
	

	

	

	

	

	

	

	

	

	




image1.png




