
Some guidelines on completing 
an NIH application form for 

electronic submissions

Includes active online links

http://nih.gov/
http://nih.gov/


Header information 
prefilled from 
announcement.

This check is based on 
Grants.gov requirements and 
errors. eRA Commons system 
also checks after submission.Add your own file 

name – for your 
own use.

Select when you have partner.

Never select 
– only US
applicants.

 These reports 
are applicable 

when conducting 
clinical research. 

Click here for 
more information. 
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Mandatory for all applications.
All applications, using existing datasets 
or specimens that meet the NIH 
definition for clinical research, should 
complete the Cumulative Inclusion 
Enrollment Report(s) rather than the 
Planned Enrollment Report, even if the 
entire sample is unknown/not reported.

http://grants.nih.gov/grants/funding/424/SupplementalInstructions.pdf
http://grants.nih.gov/grants/funding/424/SupplementalInstructions.pdf
http://www.grants.gov
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Always leave 
the “Province” 
block empty.

Fill in official address 
for UCT as the 
University is the 
applicant – not the PI.

Details of the 
University’s 
Administrative or 
Business Official are 
required – not the PI’s.

In descriptive title use 
only the following 
characters:
a-z, A-Z, 0-9, space, 
hyphen, period and 
underscore.

Ensure that the dates 
you enter here 
correlate with dates in 
your budget form.

If it is new application 
select “Application”
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Don’t add any spaces. Could also use 444444444.

No information to be 
filled in here when a 
new application 
submitted for the first 
time.



Enter combined direct and 
indirect cost only after 
budget is finalised.

Enter amount only when 
additional funding from 
source other than non-US 
government . Otherwise, 
enter 0 (zero).

Enter amount only when 
project is expected to 
generate funding. Otherwise, 
enter 0 (zero).

In case of Multiple PD/PIs, 
enter details of contact PI. 
S/he should be based at 
applicant organisation.

When application is late, then 
mandatory. Otherwise not 
required unless specified. 
See p 55 of Guide.

If zero under (b) then 
repeat amount entered 
under (a).
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Optional:
To request specific study 
section; assignment to 
specific IC; list of individuals 
who should not review the 
application and why.

Compulsory:
1. Submitting unsolicited

application in excess of
$500K – received
approval to do so

2. Corrections after the
deadline – explaining
reason for correction

3. Submitting late for
natural disaster –
specific information
about timing and cause
of delay

http://www.researchoffice.uct.ac.za/usr/researchoffice/funding/nih/cover-letter-attachment_p55.pdf


One-page required unless 
specified otherwise in 
FOA.

Complete if you answered 
“yes” to question “are 
Vertebrate Animals 
Used”. No page limit.

When more than one PI involved, a leadership plan 
must be included. No page limit.

Complete 5-7 if you have 
answered “yes” to the 
question “are human 
subjects involved?”. If you 
answered “no”, but will 
use human subjects, then 
justify why they are 
excluded. No page limit.

For R01,limit is 12 pp; for 
R21 & R03, limit is 6 pp; or 
follow FOA instructions.

Letters demonstrating 
institutional commitment; 
access to core facilities 
and resources; from all  
collaborators spelling out 
their roles and 
commitment to the work; 
consultants need to 
stipulate their fee.

Discuss plans for the inclusion (or exclusion) of 
individuals on the basis of sex/gender, race, and 
ethnicity, as well as the inclusion (or exclusion) of 
children and justify in terms of the scientific goals 
and research strategy proposed. No page limit.

Refers to hazardous biological agents and toxins that have 
been identified as posing a potentially severe threat. 
See www.selectagents.gov for a list. No page limit.

Information requested on this form 
is discussed on p. 109 –120

The Appendix may not be 
used to circumvent the 
page limitations of the 
Research Plan. Essential 
information should be 
included within the body 
of the grant application.

Explain the programmatic, fiscal, and administrative 
arrangements to be made between the applicant 
organisation and the consortium organisation(s).

See p. 118 of Guide to determine whether this 
applies. Otherwise, check whether FOA requires it.
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http://www.researchoffice.uct.ac.za/usr/researchoffice/funding/nih/research-plan_p109-120.pdf
http://www.selectagents.gov
http://www.selectagents.gov
http://www.researchoffice.uct.ac.za/usr/researchoffice/funding/nih/resource-sharing-plan_p118.pdf


• Do not include headers or footers.
• Do include a section heading as part of the text;

e.g., Use heading of Significance, Innovation, and
Approach in Research Strategy.

• Do not scan paper documents.
• Use meaningful titles for file names
• Disable write-protection features.
• A zero-byte attachment is an invalid PDF.
• Use formatting guidelines.

Helpful hints: Research plan
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http://nih.gov/
http://nih.gov/


Formatting requirements
ATTACHMENTS
• Text attachments should be generated using word processing software and

then converted to PDF using PDF generating software.
• If you revise the document after it has been attached, you must delete the

previous attachment and then reattach the revised document to the 
application form.

FILE NAME
• Descriptive file names of 50 characters or less
• Use only standard characters in file names: A through Z, a through z, 0

through 9, underscore (_), hyphen (-), space (), and period (.). Do not use
any special characters (example: “&”, “*”, “%”, “/”, and “#”).

PAPER SIZE AND MARGINS
• Paper size: 21,59 X 27.94
• Margins: 12.7 mm (top, bottom, left, and right)

FONT
• Use an Arial, Helvetica, Palatino Linotype, or Georgia typeface
• Black font colour
• 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.)
• Type density, including characters and spaces, must be no more than 15

characters per 25 mm.
• Type may be no more than six lines per 25 mm.

Failure to follow 
the formatting 

requirements may 
lead to rejection of 

the application 
during agency 

validation or delay 
the review process 



Prefilled from earlier 
entry.

Select as is 
appropriate.

It is seldom that “no” 
is selected.

It is unusual for a project to 
generate income. But if it is 
anticipated, then complete 
this section  and enter the 
total amount under 15.d on 
page 4 “Estimated Program 
Income”.
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G
enerally

not
applicable
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Some of the 
information will be 
prefilled from an earlier 
entry.

VERY IMPORTANT: 
Enter the PI’s eRA 
Commons username as 
the “agency login”. 

Click here for the 
correct biosketch 
format page 
(Forms Version C).

In case of a multiple-PI 
application, the eRA 
Commons username  
“agency login” will be 
entered for each PI. 
However, not needed 
for other roles.

Do not select co-PD/PI 
because NIH does not 
acknowledge the term.

Key personnel include 
the PI and other 
individuals who 
contribute to the 
scientific development 
or execution of a project 
in a substantive, 
measurable way, 
whether or not they 
request salaries or 
compensation. All key 
personnel, irrespective 
of their institutional 
affiliation, must be 
listed on this form.

For additional key 
personnel, click this 
button.
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http://grants.nih.gov/grants/funding/424/index.htm#format
http://grants.nih.gov/grants/funding/424/index.htm#format
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If no human subjects are 
involved, do not enter this 
number.

If no vertebrate animals are 
involved, do not enter this 
number.

NIH does not require ethical 
approval at time of 

application.

In no more than 2-3 
sentences, describe relevance 

of research to public health. 
See Guide p 66.

Only other project information not 
already provided above OR in 
accordance with FOA instructions.

No longer than 30 lines. State 
long-term objectives, specific 
aims. Make reference to the 
health relatedness of the 
project. See Guide p 65.

Describe institutional 
support, physical resources 

and intellectual rapport. 
See Guide pp 66 –67.

List major items of 
equipment available. 
See Guide p 67.

References cited in Project 
Narrative. See Guide p 66.

Read Guidelines to 
determine the applicability 
of this in your instance.

http://www.researchoffice.uct.ac.za/usr/researchoffice/funding/nih/project-narrative&references-cited_p66.pdf
http://www.researchoffice.uct.ac.za/usr/researchoffice/funding/nih/resources&support_p67.pdf
http://www.researchoffice.uct.ac.za/usr/researchoffice/funding/nih/summary-or-abstract_p65.pdf
http://www.researchoffice.uct.ac.za/usr/researchoffice/funding/nih/project-narrative&references-cited_p66.pdf
http://www.researchoffice.uct.ac.za/usr/researchoffice/funding/nih/resources&support_p67.pdf
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Click to add 
additional site(s)

Generally, the site 
of the applicant 
organisation 

As a UCT employee, you will 
NEVER submit as an individual

Add additional site 
where portion of 
the project will be 
performed.  Ensure 
that you explain 
resources available 
from each site. Also, 
describe consortium 
arrangements 



Attach sub award budget from 
each consortium partner as a 
separate attachment. 

DO NOT ATTACH ANY OTHER DOCUMENTATION 
ON THIS FORM BESIDES THE BUDGETS FROM 
EACH OF YOUR CONSORTIUM PARTNERS
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• Used for detailed budget from
consortia.

• Applicant sends R&R Sub-award
budget component to Sub-awardee(s);
it is completed and returned; applicant
attaches it in this component
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Ensure that start date correlates with 
start date mentioned on page 2 no 12 of 
this form. Budget period = 12 months. 

Make sure you enter PD/PI in this block – anything else will be listed as an error

Very important to list 
“calendar month” of effort 
for each “Senior/Key 
Personnel”.

All key personnel from 
applicant organisation should 
be listed here – even when 
they claim no salary. 

Zero fringe benefits for 
UCT employees

Click for any additional person

Include calendar month of 
effort also for each “Other 
Personnel”.

“Other Personnel” – focus is more on 
project role than on any particular 
individual. E.g. a financial manager.
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Include purpose, destination, dates 
of travel and # of individuals for 
each trip. If dates are unknown, 
specify estimated length of trip.

Item that has acquisition cost of $5000 
or more and expected service life of 
more than one year.

Unless specifically stated otherwise 
in announcement, leave this section 
blank.
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As foreign institution, 
indirect cost rate is 
non-negotiable at 8% 

Indirect cost base is often the amount 
listed as “total direct costs”. However, 
check FOA for final confirmation of what 
should be used as base as it is not 
applicable under certain circumstances.

Total amount  (direct & 
indirect) of ALL sub-award 
budgets to be entered 
here.

Nothing to be entered here.

Click to add 
additional period.
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Will auto-populate
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