PHS398 Application Instructions







The 398 form can be found at http://grants.nih.gov/grants/forms.htm
used for new projects or competitive renewals  (send original + 5 copies unstapled)   -   NIH requires 11 pt Arial or Helvetica font

	Sponsor Code
	Descrip-tion
	Appli-

cation 
Type
	Face Page
Page 1

(USE SOMERA FACE PAGE)
	Detailed Budget for Initial Year 
Page 4
	Detailed Budget for Entire Period 
Page 5
	Narrative Budget Justification
	Biographical Sketch 

	Other Support  
	Checklist Page



	All codes except those in grids below

(e.g., P01, U’s, M's, etc.)
(F's use Form 416-1)
	All projects except those below
	Regular format
	· Title not > 81 characters.

· Applications > $500K DC/yr (excluding subcontract F&A) must contact Institute or Center prior to submitting. Cover letter must be sent with application, identifying staff member and Institute or Center agreeing to accept application (excl. RFA’s)

· Original signature only.
	· Each item listed in the budget must be clearly justified beginning on Form Page 5.

· Use asterisk (*) rule when salary listed > fed cap (see below).
	· Identify with an “*” any significant increases or decreases from initial budget period or years with more than a stan-dard escalation from the initial year.

· Start Budget Justification here.

· All items on Form Page 4 should be justified.
	· Begins on Form Page 5; use continuation pages as needed.  

· All items on Form Page 4 should be justified.

· Personnel: List all, even unsalaried.


	4 Page Format of the Biosketch is now the same for all submissions

· Required for all Key Personnel & Other Significant Contributors.
· Follow same alphabetical order as key personnel are listed on Form Page 2
	Do Not Submit with the application. 

 NIH will request this information for Key Personnel only  at an appropriate time after peer review and prior to making an award. 

	· Application type

· Assurances/ certifications

· Program income?

· MTDC x Rate = F&A costs (for each year of project)



	   ‘R’ series

 specifically R01,R03,R15, R21

  <$250,000 DC (less subcontract F&A in any year)


	Research projects
	Modular

(workbook website = http://www.med.upenn.edu/research/faculty/modbudget.shtml)
	SAME AS ABOVE.

Item 7a indicates initial year DC in $25K increments up to $250K (exclusive of subcontract F&A).  Item 8a indicates Total Project DC (exclusive of subcontract F&A).

Items 7b and 8b reflect TC for the initial and project periods, respectively(inclusive of subcontract F&A).
	Not required 

 will not be accepted with the application.
	Not required 

will not be accepted

with the application.
	· Prepare Modular Budget Format page. List DC (exclusive of subcontract F&A), subcontract F&A, and Total DC for each year.

· Personnel: List all, including names, % effort, roles; no $$$.

· Contract Costs: Estimate TC for each year to nearest $1,000.

· Explain module variances.
	· Complete educational block.

· A)  List positions & honors in chronological order.

· B) List peer reviewed   publications or manuscripts in press in chronological order.

(A+B not > 2 pages)

· C) Research Support:  List both selected 
	when the Other Support page is finally requested:

List all external financial resources, active and pending.

Explain any possible overlap (both budgetary and scientific)

	SAME AS ABOVE.

	   ‘K’ series
	Research Career Awards
	“Just in Time”
	SAME AS REGULAR FORMAT.
	Not required 

will not be accepted with the application, but may be requested prior to the award.
	Do not complete categorical budget table, only TDC for each budget year and grand total.

Start Budget Justification here.

.
	· Begins on Form Page 5; use continuation pages as needed.

· Personnel: List all, even unsalaried.

· Consultants: Identify by name and describe services to be performed.

· Provide justification ONLY for major unusual budget items.

· No $$$.
	  ongoing and completed

 (during the last 3 years)

  research projects 

(federal or nonfederal).

Begin with the projects that are most relevant to the research proposed in the application.  Do not include % effort or direct costs.


	Modified (i.e. relevant) Other Support pages are required for the sponsor(s) and co-sponsor(s) of Mentored Career Awards. Specifically (K01, K07, K08, K23).


	SAME AS ABOVE.

Please note this is a  change from the 05/01 form instructions that did not require a checklist submission until prior to being awarded.

	    ‘T’ series
	National Research Service Awards
	Training grants
	SAME AS REGULAR FORMAT.
	Use substitute Form Page 4 from back of  PHS398 booklet.
	Use substitute Form Page 5 from PHS398 booklet.
	Follow instructions on NRSA substitute Form Page 5.
	Do not include                        information on other support not required in the biosketch.  Failure to comply may be grounds for the application to be returned.
	
	SAME AS REGULAR FORMAT.

Exclude tuition, fees, from MTDC.


Asterisk “*” Rule         Should be used anytime the proposal preparer declines to list the actual base salary above the cap ($186,600) on the proposal being sent to NIH. Please note that the actual institutional base must be filled in on the institutional copy. Language below should be used at the start of the Budget Justification:



The salary requested for the identified investigator is within the rate authorized by the NIH. The actual institutional base salary for this investigator exceeds the current NIH rate allowed. To obtain the current institutional base, please contact the Administrative official listed on page “AA” of the form.

IRB Protocol and IACUC Protocol Approvals     All new or competitive renewals can be submitted with “pending” approvals.


	 Departments that can be listed on Face Page


	Penn Data for Proposals
	
	
	

	Anatomy

Anesthesia

Biochemistry

Biostatistics

Dermatology

Family Medicine

Genetics

Medicine

Medicine (Emergency Med.)

Microbiology

Neurology

Obstetrics & Gynecology


	Ophthalmology

Orthopedic Surgery

Otolaryngology

Pathology

Pediatrics

Pharmacology

Physiology

Psychiatry

Radiology

Physical Medicine & Rehabilitation

Surgery

Surgery (Neurosurgery)
	Legal Corporate Name

                                  Entity ID#

DUNS #

Congressional District

NIH Inst. Profile #
Administrative Official
	Trustees of the University of Pennsylvania
1231352685A1

04-225-0712

2

6463801

Pamela Caudill
Executive Director
Office of Research Services

University of Pennsylvania

3451 Walnut Street, Room P-221

Philadelphia, PA  19104-6205

Email:  caudill@pobox.upenn.edu

	DHHS IDC Rate Agmt Date

               IDC Rates
                           On-Campus

                           Off-Campus
               EB Rates
                           FT Fed

                           FT Other

                           PT
	7/18/07
57.5%

26.0%

29.5%

31.6%

  9.7%
	Federalwide Assurance Number

for Human Subjects Protection

         Assurance # FWA00004028

DHHS Office of Protection From Research Risks Approval for Animal Care Assurance # A3079-01
	


PHS 2590 Application Instructions 







The 2590 form can be found at http://grants.nih.gov/grants/forms.htm
used for all non-competing renewals   (due 2 months prior to start of budget period) (send unstapled original and 1 copy)   -  NIH requires 11 pt Arial or Helvetica font

	Sponsor Code
	Description
	Face Page
(USE SOMERA FACE PAGE)
	Detailed Budget for Next Bdgt Per. 
Form Page 2
	Budget  

Justification

Form Page 3


	Biographical

 Sketch 

Form Page 4
	Progress Report Summary 
Form Page 5
	Other Support 
	Checklist

 Page

Form Page 6
	Current Key Personnel

Form Page 7

	All codes except those in grids below.
	Non-SNAP

Grants
	items 8a and 8b do get filled out
	Use the recommended direct cost shown on the spreadsheet included with the NOGA  issued in the competitive yr  as  the guide for developing the line item budget.
	Provide for  those line items and amounts that represent a significant change from that previously recommended.

Explain any estimated unobligated balance > 25% of the current year award or $250K.
	Required for all new "key personnel" or "other significant contributors" since the last submission.


	· Fill in check boxes regarding if there has been a change in the Involvement of Human Subjects or Use of Vertebrate Animals.
· Start Progress Report Summary here.

	Only required on active support for all "key personnel". Not required for "other significant contributors". 


	SUBMIT

	List all "key personnel" for  the current budget period (salaried or not)

	R’s, K’s


	SNAP Grants

Always

verify

with

NOGA
	Do not fill in items 8a or 8b
	    DO NOT SUBMIT
	   DO NOT SUBMIT
	Required for all new "key personnel" or "other significant contributors" since the last submission.
 
	Address SNAP Questions below prior to starting Progress Report Summary.

· Answer 3 SNAP questions regarding:

1. Has there been a change in the other support for key personnel since the last reporting period?

2. Will there be, in the next budget period, a significant change in the level of effort for the PI or other personnel designated on the Notice of Grant Award from what was approved for this project? 
 3. Is it anticipated that an estimated unobligated balance (including prior year carryover) will be greater than 25% of the current year's total budget?   

· No more than 2 pages
	Only required on active support for new key personnel or if you answered “yes” to SNAP question #1.  Applies if a grant terminated or a pending one is now active.


	DO NOT SUBMIT

Unless there has been a change in performance site that affects F&A costs
	List all "key personnel" for  the current budget period (salaried or not)



	T32’s

Institutional NRSA
	Non-SNAP


	items 8a and 8b do get filled out


	Use substitute budget page at back of 2590 booklet
	Indicate whether all stipends for the current budget period will be used.

Explain est. unexp. bal.
	Only for  newly added professionals.
	Prepare as Non-SNAP above, but also

include additional form page 5
“Summary of Trainees” in back of 2590 booklet. Used for Trainees that have left or completed the program during the reporting period.
	N/A


	SUBMIT

	N/A




Key Personnel defined:  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 receive salaries or compensation under the grant.  Typically these individuals have doctoral or other professional degrees, although individuals at the masters or baccalaureate level may be considered key personnel if their involvement meets this definition.  Consultants also may be considered key personnel if they meet this definition.  "Zero percent" effort or "as needed" is not an acceptable level of involvement for key personnel.  Individuals providing technical services are not considered key personnel.

Other Significant Contributors: identifies individuals who have committed to contribute to the scientific development or execution of the project, but are not committing any specified measurable effort to the project. These individuals are typically presented at "zero percent" effort or "as needed" (individuals with measurable effort cannot be listed as Other Significant Contributors). Consultants should be included if they meet this definition. This would also be an appropriate designation for mentors on Career awards. 
IRB and IACUC Approvals
can not be “pending” and must be current.  It is recommended that you include a copy of the Regulatory Affairs letter citing the date of approval.

