Completion of Documents

Once all the Mandatory Documents and Optional Documents are complete,
move each file to the “Mandatory Completed Documents for Submission” or
“Optional Completed Documents for Submission” Section.

= Click “Check Package for Errors” tab.
= If errors are detected, correct errors and click “Check Package for Errors” again.

Save the file again and send to appropriate reviewer in your department.

Department:
e Complete the electronic information sheet (elS) and obtain PI’s signature.

e Obtain Pl signature on Assurances and Certifications form (until elS is updated).
= http://jhuresearch.jhu.edu/rpa/PROPOSAI ASSURANCES AND CERTIFICATIONS.doc

= Departmental representative will send the completed file as an email attachment
to the appropriate ORA representative.
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After Submission

s After ORA review, ORA will submit the
application to grants.gov via web page.

e ORA receives tracking number from grants.gov

= [he time the proposal Is submitted to
grants.gov Is considered the official
submission time.
e Grants.gov will then notify the agency.

Agency will access grants.gov to “pick-up” the
application.

e Grants.gov will notify ORA when the agency
has retrieved the proposal.
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After Submission

= PD/PI’s do not need to verify application, but
should plan to view the grant image within 2
weekdays of availability in the NIH Commons.
e Review Electronic Submission website:
http://era.nih.gov/ElectronicReceipt/

= AOR has authority to “Reject”.

= [If grant image Is not rejected within 2 weekdays,
application automatically proceeds to the next
step.
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