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NIH Policy on Late Submission of Grant Applications

Notice Number: NOT-OD-08-027 - (See Companion Notice NOT-OD-08-026)

Key Dates
Release Date: January 4, 2008

Issued by
National Institutes of Health (NIH), (http://www.nih.gov/)

Purpose

This notice is a companion to NOTICE OD-08-026 that announces a new plan for continuous submission of certain types of
applications from appointed members of NIH Study Sections. This notice consolidates information from previous notices
(OD-07-026 and OD-06-086) into one document.

On Time Submission

NIH expects that grant applications will be submitted on time. Standard dates are listed at: http://grants.nih.gov/grants/funding
/submissionschedule.htm.

® For applications that are required to use paper format these are submission or postmark dates, applications are on time if
they are sent on these dates.

® For applications that are required to use electronic submission this requires successful submission to Grants.gov by 5
p.m. local time on the date indicated.

® [or both paper and electronic submissions, when these dates fall on a weekend or holiday, they are extended to the
next business day. However, Requests for Applications (RFAs) and Program Announcements with Special Referral
Considerations (PARs) with special receipt dates always must be received (by Grants.gov for electronic
applications and the Center for Scientific Review for paper applications) on the dates designated in the
announcement to be on time. This is clearly noted in the website above and in the text of each RFA/PAR.

Late Applications

The long standing NIH policy on late applications is stated in the application instructions (SF 424 R&R, PHS 398, PHS 416).

® Permission for a late submission is not granted in advance.

® |n rare cases, late applications will be accepted but only when accompanied by a cover letter that details compelling
reasons for the delay.

® While the reasons are sometimes personal in nature, an objective evaluation of their merit requires that some details be
provided. It is not sufficient, for example, to state simply that there has been an unforeseen circumstance that delayed
submission. Specific information about the timing and nature of the cause of the delay is necessary so that a decision
can be made. Only the explanatory letter is needed; no other documentation is expected.

As noted in the schedule above, NIH utilizes a variety of submission dates for different grant mechanisms. NIH will consider
accepting late applications based on the acceptability of the explanation and the processing time required for two different kinds
of submission/receipt dates.

® Regular Standard Submission/Receipt Dates: January 25, February 5, February 12, February 16, February 25,
March 5, March 12, March 16, May 25, June 5, June 12, June 16, June 25, July 5, July 12, July 16, September 25,
October 5, October 12, October 16, October 25, November 5, November 12, November 16. To be considered
applications must be received at the NIH within two weeks of the standard submission date.

® Expedited Standard Submission/Receipt Dates: April 5, April 8, April 12, April 13, May 7, August 5, August 8, August
12, August 13, September 7, December 5, December 8, December 12, December 13, and January 7. To be considered
applications must be received at the NIH within one week of the standard submission date.

® NIH will not consider accepting late applications for the Special Receipt Dates for RFAs and PARs. This includes the
special receipt dates (March 20, July 20, and November 20) for resubmission (formerly a€ceamendeda€f)
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applications that are part of the New Investigator Initiative (http://grantsl.nih.gov/grants/quide/notice-
files/NOT-OD-07-083.html).

® NIH does not expect to accept any applications received beyond the window of consideration.

The windows of time for consideration of late applications have been carefully chosen so that the late applications can be
processed with the cohort of on-time applications. In all cases, when the regular standard submission date or expedited
submission date falls on a weekend or federal holiday and is extended to the next business day, the window of consideration for
late applications will be calculated from that business day. Note that the late window always ends in areceipt (not
submission) date for both paper and electronic applications.

Reasons for a Late Submission

NIH will consider all late applications received within the window of time specified above but will not automatically accept all of
them. The reasons for the delay will be carefully considered by the Division of Receipt and Referral at the Center for Scientific
Review and a decision made. In unusual cases the reasons provided will be considered by senior staff of CSR;
Institutes/Centers will be consulted for applications that are their review responsibility. Applications submitted within the window
with reasons that are not found to be acceptable will be not be assigned for review and funding consideration.

Late applications have been accepted for reasons such as: death of an immediate family member of the Principal Investigator,
sudden acute severe illness of the Principal Investigator or immediate family member, temporary or ad hoc service on a NIH
extramural peer review group, service on a NIH Board of Scientific Counselors or Advisory Board/Council, or large scale natural
disasters. For multiple PD/PI applications (OD-07-017) this would apply to any of the PD/PIs involved. The late application
policy applies to submissions other than R01, R21, and R34 by appointed members of CSR and other NIH Study Sections as
PD/PI(s). However, explanations are not additive &€* an application involving multiple PD/PIs with problems or multiple issues
for a single PD/PIl is still expected to be received within the appropriate window.

Examples of reasons that have not led to the acceptance of a late application are: heavy teaching or administrative
responsibilities, relocation of laboratory, ongoing or non-severe health problems, personal events, or review service for
participants other than a PD/PI, participation in review activities for other Federal agencies or private organizations, attendance
at scientific meetings, or having a very busy schedule.

It is important to emphasize that these various examples are just that, examples. No NIH staff member whether in the Center for
Scientific Review or any of the other Institutes/Centers has the authority to give permission in advance for a late application.
Contacting the Division of Receipt and Referral or any other component of the NIH will not lead to either permission to submit
late or an evaluation of the acceptability of the reasons for a delay.

Inquiries
Inquiries may be addressed to

Division of Receipt and Referral
Center for Scientific Review
6701 Rockledge Drive MSC 7720
Bethesda, MD 20892-7720
Voice: (301) 435-0715

Fax: (301) 480-1987

Weekly TOC for this Announcement
NIH Funding Opportunities and Notices
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Modified Application Submission, Referral and Review for Appointed
NIH Study Section Members

Notice Number: NOT-0D-08-026 (See Companion Notice NOT-OD-08-027)

Key Dates
Release Date: January 04, 2008

Issued by
National Institutes of Health (NIH) (http://www.nih.gov/)

Center for Scientific Review (CSR), (http://cms.csr.nih.gov)

Purpose

The National Institutes of Health is implementing an alternate plan for submission and review of research grant applications from
appointed members of chartered NIH study sections in order to recognize their outstanding service and to minimize disincentives
to study section service. The timing of Study Section meetings and most standard due dates for grant applications overlap
(http://grants1.nih.gov/grants/funding/submissionschedule.htm). Thus, reviewers are under pressure to review applications and
prepare their own applications simultaneously.

Beginning February 5, 2008 the alternate submission and review procedures, described below, will be available for appointed
members of NIH Study Sections. This alternate process is limited to 1) appointed members of chartered standing Study Sections
and 2) applications that would normally be received on standard submission dates (but not special receipt dates). Depending on
the timing of the submission and the number of other similar applications received during the pre-meeting time window, NIH staff
will decide if the application will be reviewed in a different standing Study Section or in a Special Emphasis Panel (SEP). These
applications will be processed and assigned to NIH Institute Review Offices or CSR Integrated Review Groups (IRGS) using the
standard referral guidelines (http://cms.csr.nih.gov/PeerReviewMeetings/CSRIRGDescription/).

This continuous submission process will enable appointed members of chartered NIH Study Sections to submit their applications
as soon as they are fully developed. The applications will be reviewed no later than 120 days after receipt.

NIH plans to analyze this opportunity on an ongoing basis in order to assess feasibility and satisfaction.
Eligibility:

® Only appointed regular (not temporary or ad hoc) members of chartered CSR and other NIH study sections may take
advantage of the continuous submission process. Appointed members are those who are approved for service on the
Study Section by the Director of NIH, typically for a four-year term. Multi-PI applications are eligible if one or more of the
Program Directors/Principal Investigators (PD/PIs) is an appointed member of a Study Section

® Appointed regular members of NIH Study Sections may participate up to one and a half months after the date of
retirement from regular service on the committee typically on June 30. Continuous submission is thus permissible until
August 16 of that year.

® This applies only to R01, R21 and R34 applications submitted for the standard due dates (http://grantsi.nih.gov/grants
/funding/submissionschedule.htm). Continuous submission is NOT available for applications submitted for special dates
(RFAs, some PARSs) or other activity codes.

® Continuous submission is limited to RO1, R21 and R34 (including AIDS-related) applications. While most of these
applications will be reviewed at the Center for Scientific Review (CSR), some R01, R21 and R34 applications will be
reviewed in chartered study sections at other Institutes and Centers (ICs) of the NIH.

® This does not apply to applications for which appointed members have a role other than PD/PI, including appointed
members serving as sponsors for fellowship applications or mentors for career award applications. Such applications are
expected to be submitted on the normal due dates. Any requests for late acceptance must relate to the fellow or PD/PI of
the fellowship or career award (not a member or sponsor).

® This does not apply to individuals who serve as reviewers for Federal agencies other than the NIH or private
organizations.
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® Temporary or ad hoc members of CSR study sections will still be eligible for the late submission window. Members of
NIH Boards of Scientific Counselors or NIH Advisory Boards or Councils are also eligible for that window. A companion
Notice updates the NIH policy on Late Applications (NOTICE OD-08-027).

® |f desired, appointed members of chartered study sections may request review by a standing study section (different from
the one they are serving on), but those applications must conform to regular submission deadlines. As such, the late
window of consideration for members will apply (NOTICE OD-08-026).

Processing and Review Schedule

All applications submitted in response to this opportunity will be reviewed no later than 120 days after receipt. Because of the
need to assign an Advisory Council date, the following schedule will be followed. However, applications may be moved to
earlier councils following review as timing permits.

Schedule for Assignment to Advisory Council Rounds

Non-AIDS applications | AIDS applications
Council Round

May August 17 - December 16 October 8 - February 7
October December 17 - April 16 | February 8 - June 7
January April 17 - August 16 June 8 - October 7

Inquiries

A series of Frequently Asked Questions has been prepared (see http://cms.csr.nih.gov/ResourcesforApplicants
[ContinuousSubmissionFAQ.htm).

Inquiries may also be addressed to

Division of Receipt and Referral
Center for Scientific Review
6701 Rockledge Drive MSC 7720
Bethesda, MD 20892-7720
Voice: (301) 435-0715

Fax: (301) 480-1987

Weekly TOC for this Announcement
NIH Funding Opportunities and Notices
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NIH eSubmission Tips for Investigators

Prepare to Apply - Start early!

Get informed

The process requires close coordination between investigators and grants administrators. Work with your
institution’s central grants office early to learn how your institution is managing the submission process.

Get registered
e All Project Director/Principal Investigators (PD/PIs) listed on an electronic application must have an
eRA Commons account with the Pl role.
0 Work with your organization to get an account set up.
o If you are already an NIH reviewer and have an account to use Internet Assisted Review you
still need to work with your institutional official to ensure you also have the PI role.
e Your eRA Commons account will stay with you throughout your career. The same account can be
affiliated with multiple institutions. You are responsible for maintaining your account information.

Ensure you have appropriate software
e Talk to your institution to find out if you will be relying on Grants.gov’s forms-based solution or an
alternate solution specific to your institution.
e You will need a way to convert your text documents into PDF format. This format is required by NIH
for all text attachments to the form.

Find Opportunity and Download Package

e All funding opportunities are posted in the NIH Guide for Grants and Contracts and in Grants.gov
Find.

e IMPORTANT: All electronic applications must be in response to a funding opportunity announcement
(FOA). Application packages are specific to individual FOAs (i.e., can't reuse application forms from
one opportunity to another).

0 General opportunities have been posted to capture unsolicited, investigator-initiated
applications. These announcements have the term “Parent” in the title and can be found on
the parent announcement page of the NIH Office of Extramural Research Web site.

Prepare Application

e Work with your central grants office to determine what parts of the application package you are
responsible for completing.

o Develop the research plan and other text documents as usual using a word processing program.
Once finished, convert the document into PDF format and split into the required separate documents
following the instructions in the research plan section of the SF424 (R&R) application guide. Check
the PDF files carefully to ensure graphics and legends, etc., are as intended.

e Follow ALL instructions in the application guide and within the FOA. Instructions in the FOA “trump”
those found in the application guide.

e Remember to include your eRA Commons Username in the PD/PI Credential field of the R&R
Senior/Key Person Profile component. NIH requires it for application processing, but it is not marked
on the form as a Grants.gov mandatory field since it is not needed by other agencies.

e Once your application is received by NIH, our systems will automatically generate the table of
contents, page numbers, headers and footers. We do recommend you use section headings in your
documents to make sections easy to identify for reviewers.

Check out http://era.nih.gov/ElectronicReceipt/ for details. March 2008
Online clickable version at http://era.nih.gov/ElectronicReceipt/files/Pl Advice.pdf
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Submit Application to Grants.gov

Pls cannot submit the application themselves. Only the Authorized Organization Representative
(AOR) can submit applications to Grants.gov.

Many grants offices are asking for applications early to ensure on-time submission. Check with your
grants office for specific instructions on how and when to get your completed application to your AOR
for submission.

Grants.gov does not send any email notifications regarding submission status to the PI, so keep the
communication lines open with your grants office.

Check Submission Status in Commons

NIH provides status emails to the AOR and the PI, but email can be unreliable. Proactively check your
application status in eRA Commons. Allow up to 1 weekday from the time NIH has retrieved the
application from Grants.gov for the status to appear in eRA Commons.

The NIH Electronic Submission website and the application guide are excellent resources for
resolving errors and warnings.

Errors are fatal — your application will not be accepted until all errors are resolved and the AOR
submits a complete “Changed/Corrected” application through Grants.gov. Warnings do not stop
application processing.

Check Assembled Application

No one cares more about your application than you! After your error-free application is assembled in
the eRA Commons you will have two weekdays to check it — use it! This is your first chance to
view/print the application just as a reviewer will see it. Corrections to the application after this viewing
period can only be made through and at the discretion of the Scientific Review Administrator (SRA)
and will be an addenda (i.e., reviewers will still see your original application submission).

Finding Help

Support desks can get busy during heavy submission dates. Avoid phone delays by taking advantage
of online options like the eRA Commons Web support ticket system.
For information about eRA Commons registration, application validation, and post submission
functionality contact:
o eRA Commons Help Desk
Toll-free: 1-866-504-9552
Phone : 301-402-7469
TTY : 301-451-5939
Hours : Mon-Fri, 7a.m. to 8 p.m. Eastern Standard Time
Web : http://ithelpdesk.nih.gov/eRA/ (Preferred method of contact)
For information about Grants.gov registration, PureEdge software and form navigation contact:
o Grants.gov Contact Center
Toll-free: 1-800-518-4726
International: 606-545-5035
Hours : Mon-Fri, 7 a.m. to 9 p.m. Eastern Standard Time
Email : support@grants.gov

For NIH funding opportunity, application guidelines and grant-related resources contact:
o Grants Info
Phone: 301-435-0714
TTY : 301-451-5936
Fax : 301-480-0525
Email : GrantsIinfo@nih.gov

Check out http://era.nih.gov/ElectronicReceipt/ for details. March 2008
Online clickable version at http://era.nih.gov/ElectronicReceipt/files/Pl Advice.pdf
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Checking Submission Status in Commons - Pl

For the purposes of documenting these steps the eRA Commons Demo site will be used. The steps are

the same in production.

1. Login to eRA Commons with your Principal Investigator (PI) account Username and Password.

A,
W

1};] https:/fcommonsdemao.era.nib, gov/commons-demofindex. jsp v E Go Links **

NATIONAL INSTITUTES OF HEALTH

eRA Commons S

COMMONS DEMONSTRATION SITE  COMMONS DEMONSTRATION SITE - COMMONS DEMONSTRATION SITE

| ThTA  Links Help

m Institution:
T

Authority:;

Welcormne Guest (4|

What's Commmons 2.7.2.3 was released on April 25th and is now available. Features of this release includes many

performance upgrades and supports changes necessary for the May 2" pollout of Public Access hanuscript
Submissions.  Additionally, 2.7.2 cantains the features released lastweek, which include:

CONINMONS e Closeout Submissions of Final Invention Staterment and Final Progress Report through Status.
» Ahility to disperse Meeting Materials in Internet Assisted Review
» Dizplay of Submission Errors within CGAP and so0on grants. gov submissions.

The MIH eRA Commons Demo Facility contains all the features ofthe MIH eRA Commons (exceptions are listed below)
butin a sample data environment. To use the Demo Facility, yvou need to Create a Demo Account, which will create hoth
a Signing Official (S0 and Principal Investigator account far you to use. In addition to creating these Accounts, the
process creates a sample institution and & number of sample applicationsigrants foryou to use in learning all the
features ofthe MIH eRA Cammaons. Once yau log in to your account, vou can try all the features ofthe MIH eRA
Cammons.

Primary Features of Commans include:
Commons Login {{;} € Status - Allows Principal Investigators to review the current
R i p— o ] _st?tus otfalltheirg_ratmdapgrllictﬁti_ons antd r;e\ti?_\tp\rEEtaci;;d_ |
: ] information associated wi eir grants. Institution Officials T ; ;
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grant applications, review the Motice of Grant Award, and b Enter eRA MIH Commons

Ahout the Commons

P Scope and Purpose
¥ Frequently Asked Questions

commonsDemoPl

Pasgword access the Progress Report face page. i
¢ eSNAP - Allows an institution to review nan-competing grant RS
(11 11171]]
data and submit a progress report online. : g;rlgrgons Support Page

& X-Train - Mot currently available.
4 Internet Assisted Review (IAR) - Allows reviewer to submit
rritinnes and areliminare senres fir annlicatinns they are

¥ eRA Home Page
B Grants.qov
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2. Click the Status tab to view the PI status (1). Find application that shows “eSubmission Error” in
Application Status (2). Follow the link on the Application ID to see specific error/warning messages

A).

@ Pl Status Result - Microsoft Internet Explorer E]@I

File Edit Wiew Favorites Tools  Help 1

o | V} Go Lirks

L Welcome CommonsDemoP]
5& MARIONAL INSTITUTRD DE AEALTY rr Institution: RESEARGH UNIVERSITY
O eRA Commons HHHI g Autharity: Pl Lo-out

Address »@3 https:fcommonsdemna. era. nih. govicommons-demo/status/piSearchResult, jsp

Wearsion 2.7.2.11

COMMONS DEMONSTRS COMMONS DEMONSTRATION SITE =~ COMMONS DEMONSTRATION SITE
Status eSNAP Links Help

Home Admin Institution Profile  Personal Profile
Status Result

Status Result - Pl Status

= Pl Status: View Failed Prior eSubmissions

K1-120t12 113

Application D& Proposal Title & Institution Application Status 5 Status Dates  Action

1R01CADTZ2226-01 Mew Important Cancer Research Research University Awarded 0412512004

AR01CADTI236-02 Program Praoject for Cancer Research Research University Awarded 04425120048 Reguires Closeout

SRO1CADTI236-03 Cancer Research in Simple Mote Abstracting Programs Research University Pending eSNAP | Progress Report

1ROTHLO72237-01 Mew Interesting Research on the Heart Research University Awarded 041252004

SROTHLOY2227-02 Research on the Heart and Other Stuff Research University Awarded 0412512005

SROTHLO72237-03 Heart Research to Sample Northern Area Pumpkins Research University Pending eSNAP | Progress Report

1RO CADT2239-01 New Medical Cancer Research of the Thyroid Research University Pending 0452512006 JIT

SROTAIDY 2230-05  Allergy Research Research University Awarded 041252005 Requires Closeout | Extension

ARBEZD 31ed\cal Cancer Research ofthe ALL Research University Received 04/25i2006 Transmittal Sheet Yerify eApplication

N e Medical Cancer Research ofthe ALL Research University Sadkriees 04/25/2006 Transmittal Sheet Werify efpplication
al Cancer Research ofthe ALL Research Univ

aaaasse™ Wedical Cancer Research ofthe ALL Research University SormimerahmeErT 2
[ ExporttoExcel || Showguery |[_PrintHitlist

3. View the list of eSubmission Errors/Warnings. Warnings can be fixed at the applicant’s discretion but
do not require action for the application to move on. Errors must be addressed before the
application can move on.

#] Status Information - Microsoft Internet Explorer E]@
File Edit View Favorites Tools Help

Address I»@j hittps: [ fcommonsdemo. era.nih. gov/commons-demo)skatus/genericStatusInformation. jsp I": == Lirik:

Welcome CommaonsDemaP|
gté% NATIONALINSTITUTES OF HEALTH 111 Institution: RESEARCH LIMIVERSITY
s eRA Commons ITTRR wutney. P Loy
Yersion 2.7.3.11

COMMONS DEMONSTRATION SITE - COMMONS DEMONSTRATION SITE - COMMONS DEMONSTRATION SITE
Home Admin _Institution Profile Personal Profile el eSNAP Links Help
Status Result

Status Information

eSubmission Errors/Warning

M The fee that has been entered for year 1 of the Project budget exceeds 7% of the Total Direct and Indirect Costs.- Error

M Please provide a valid DUNS number for the applicant organization.- Error

i The state code for US or Canada is invalid.- Error

M The Animal Welfare Assurance Number must match the Animal Welfare Assurance Number that has been assigned to this organization.- Error

I

4. Applicants should refer to the application guide and announcement instructions for guidance on the
expected values for specific fields.

The Avoiding Common Errors section of the Electronic Submission of Grant Applications website is
another valuable source of information.

If (after using the available resources) you are unable to identify and address the errors in your
application, please contact the eRA Helpdesk via Web Support at http://ithelpdesk.nih.gov/eRA/.

Checking Submission Status in Commons - Pl Page 2 of 3
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5. After making all corrections to the application forms, the entire changed/corrected application must be
resubmitted through Grants.gov. Once an error-free application is received, the eRA system will
assemble the application and make the grant image available to the Pl and Signing Official for a final
check.
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