How to submit a predoctoral NRSA without killing yourself or your loved ones
	By Keegan Hines and Claire Stelly

I. Terms/People/Places

Office of Sponsored Projects – OSP is the UT office full of people who handle the administrative end of any money exchanges that take place between university people (you, your PI) and any granting agencies (NIH, NSF, DOE).  So any grant proposals have to go to them, they make sure everything is accurate and then they send it off the appropriate place. Helpful people there include Cathie Simpkins, Vanessa Lopez, Dana Morrison (for Waggoner).

Proposal Review Form – PRF is a document that you send to OSP to give them a heads up that you’ll be working on and sending in a grant application. It’ll have general information about the proposal, but mainly serves to let them know about you and your proposal and allows them to assign someone to help you out. 

Cayuse – This is an intra-UT software system for submitting grants of all kinds. You, administrative people and people in OSP will upload your application materials to Cayuse and it will be submitted from there. Use Cayuse instead of Grants.gov. 

eRACommons – This is a broad database system used by NIH and all people across the globe that need to interact with NIH.  You’ll have an account created for you and then your reference letters will be uploaded to eRACommons and linked up to your account. 


II. Get Started

First step is to get various accounts created in your name. Contact someone in OSP to have an eRACommons account created for you. You’ll also need a Cayuse account and they’ll do that for you as well. You don’t need to worry about grants.gov because Cayuse bypasses it. 

Find an administrative buddy – find an administrative person in your department (not OSP) who will help you out along the process. For CLM it used to be Cindy, for Neurobio try Kathy Thatcher, for Waggoner Center try Debbie James. This person will be greatly helpful, will have access to your proposal through Cayuse and will help with finding various numbers and paperwork difficulties. 

Through your administrative buddy, submit a proposal review form to OSP. This give OSP a heads up that’ll you be submitting a proposal in the near future and they’ll start making sure everything is in order in a timely fashion.  Or your advisor can submit the PRF through the Research Management System website. 

At this point, you should have all the accounts you need and should have a working document in Cayuse that will contain all your proposal materials. Administrative people will help fill in administrative things and you need to write the various pieces of the proposal. Note – the PI is you, not your boss. 

III. Write the damn thing

 There’s quite a few supporting documents to include aside from just the research proposal. Here is a list and description of the one’s we need for the August 2011 submission. Cayuse knows which ones are necessary and let you know what’s missing. Pay close attention to page limits and formatting specifications, they get real serious about that.  

Project Summary/Abstract
	Self explanatory, standard abstract

Project Narrative
	This is just a few sentences and is a non-technical description of your work as if you were telling it to a person with no scientific knowledge.

Literature Cited
	References from your research proposal only; pay attention to their desired citation format.

Facilities 
	A description of the facilities at UT that you will make use of while on fellowship. Could include Animal Resource Center, Imaging Center, Molecular Biology Core Facility, Microscopy Core Facility, etc. and description of the fancy stuff available in those facilities.

Equipment
	A description of the space and the stuff that your lab has. Include things like electrophysiology rigs, cell culture room, patch amplifiers, DIC optics, two-photon excitation laser, fluorometer, fume hoods, vibratome, freezers, centrifuges etc. 

Your Biosketch
	An infosheet all about you. You can easily find a template for how your biosketch should look, but will include educational info, a personal statement, positions, honors and awards, memberships in societies, publications/presentations, and scholastic performance (yes, you have to list 	every course you took in college and grade, and GRE/MCAT scores).

Your Advisor’s Biosketch
	Roughly the same information, your boss will surely have a recent biosketch made up and can send it to you.



Introduction to application
	Only necessary for a resubmission, need to address previous reviewer concerns and whatnot.

Specific Aims
	The first page of your research proposal, you’ll need to cram background, motivation and description your whole proposal into this page. This might be the only page that gets read carefully so make it good.

Research Strategy
	For  August 2011 submissions, there was a 6 page limit. You can write it in the new NIH specifications (which includes headings like ‘Innovation’), but you don’t have to. Need to address significance and background, need to describe your experimental strategy  and methodology for all specific aims, and need address possible pitfalls and solutions thereof for each specific aim.

Vertebrate Animals 
	Describe what kinds and how many animals you might use and how they will be treated humanely. 

Respective Contributions
	Who did the work on this particular proposal? Write a few sentences about how you wrote the thing and your advisor was there for discussions and generating ideas. Or something.

 Selection of Sponsor and Institution
	How is this particular lab at this particular university perfectly suited to help you build on your background training and fulfill your goals (by the way, those are good topics for the personal statement in the biosketch). 

Responsible Conduct of Research
	Talk about the Ethics course that we have to take and talk about how important responsible research is to your advisor. Maybe outline some discussions that have taken place in a lab meeting that addressed such issues. 

Goals for Fellowship Training and Career
	What do you want to be when you grow up and how will working in this lab help you achieve that? And how will being on a fellowship result in a better training than if you were not? Make mention of developing writing skills, presenting skills, etc. in addition to technical skills. 

Activities Planned Under This Award
	You plan to devote the majority of your time to the research outlined in this proposal. Use a number like 90%. You also plan to attend journal clubs, conferences and symposia and to spend time reading literature to keep abreast of progress in your field. You might even plan to engage in community outreach through the NGSA. Things not to say: Don’t tell them you plan to spend a lot of time teaching or tutoring; Don’t tell them you’ll probably spend some time on high risk side projects that you didn’t mention.  Just tell them you’ll spend most of your time doing this research, and the rest of your time doing things that will develop your skills as a scientist and communicator of scientific ideas. 

Doctoral Dissertation and Research Experience
	If you are an advanced grad student or post-doc then here you would describe what your dissertation was about. For a younger graduate student, describe your previous research as an undergrad, in previous lab rotations, or what you’ve done thus far in your lab. 

Sponsor Information
	i) Research Support available 
		Current and pending funding requests 
	ii) Sponsor’s Previous Trainees
		List five past trainees, whether they were student or postdoc, when, 			prior institution, project they worked on, current position/institution.
	iii) Training Plan
		What the student’s training will entail – Technical training, conceptual 		training, seminars to attend, presentations to give, conferences 			to attend, collaborations with other labs etc.
	     Scientific Environment
		For example, interactions you have with other labs and how that will 			be beneficial for your development as a scientist.	
	   Equipment
		List the same stuff from earlier.
	iv) Number of Trainees to be Supervised During the Fellowship
		List the people in the lab now and who will be there for the next few 			years.
	v) Applicant’s Qualifications and Potential for a Research Career
		Your advisor’s assessment of you. Let’s hope they like you. 

IV. Put it together

Upload all the documents into Cayuse as you finish them. Cayuse will let you know which ones are missing. There are various boxes to fill in with budgetary matters and tuition estimates, your administrative buddy can hopefully help you with that stuff. Generally, budget should account for $21600/yr for stipend, institutional allowance, tuition (maybe $10,000 /yr + 4% for future years). OSP or something who is helping you should be able to track down accurate numbers for your particular situation. 

 OSP needs four business days between when you finally submit to them and when they can go through it and submit to the agency. So get it to OSP early. 


V. Reference Letters
	You need three letters other than your advisor. Give them a lot of advanced notice. As deadlines approach, tell them your eRACommons ID and the FOA# (probably PA11-111) and they can link a letter to your account.


VI. Examples

You’ll probably find it very helpful to have previous proposals to look over while you compile yours. Feel free to contact Keegan or Claire and we’ll send you a copy.
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