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Formatting, Etc

m Font: Arial, Helvetica
e Size 11 points or larger
= No more than 15 characters per inch
= No more than 6 lines/inch
= 8% x 11 margins

= NO HEADERS OR FOOTERS

= There will be a system-generated reference.
= Do include section heading as part of the text.

s Figures, Graphcs, Charts, Tables, etc

= Color can be used in figures; however all text must be in black font. Text
may be a smaller type size but must be in black font color.

= Page Limitations:
e Construct “Research Plan” as a single document (25 page limit),
separating sections into distinct PDF attachment.

= When validation is run for page limits, the Commons will NOT count the
white space created by breaking the text into separate files for uploading.
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Formatting, Etc

= Page Limitations

e |ntroduction
= check announcement for specific guidance
= Not required/not to be submitted for new applications

e Research Plan

x 25> page limit (text including all figures, charts, tables,
and diagrams)

= Biographical Sketches
= 4 pages per person listed as Senior/Key Persons
o Appendix
= No page limit; however, no more than 10 publications
(including accepted manuscrlpts) photographs (include a

copy in the Research Plan); guestionnaires; and other
materials that do not photocopy well

 NOTE: Page limitations specified in the PA and RFA
announcement in the NIH Guide take precedence.
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Formatting, Etc
Electronic Format

s All attached files must be In Portable
Document Format (.pdf format).

e Converting Documents to .pdf format
Information is available on the
http://www.grants.qov/Apply link.

e Step by step word doc to .pdf document Is
shown in the following slides.
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Converting Documents
to .pdf Files
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Grants.gov provides a single, secure and reliakble source for applying for Federal grants anling, simplifying the grant
application process and reducing papersvork. To learn more about the benefits of applying anline, access key henefits.

Access the most requested

Remember to Register Before You Apply! [t is necessary for all applicants to complete the Grants.gov registration proc
infarmation and features. 9 pply! ry FR P d Y b

hefare any grant application package can be submitted. Click here to register.

Select A Topic v Do you have the Funding Oppodunity andfor CFDA number of the grant forwhich you want to apphy? You need it to dowr
grant application and apply for & grant.

Find Your Congressional Ifyou have the Funding opportunity andfor CEDA number, you are ready to download the application package and begir
District Mumber process to apply for grants through Grants.gov. Itis a 4-step process:
Complete Application

Apply Step 1: Download a Grant Application Packadae and Application Instructions

You will need to enter the Funding COpportunity andfor CFDA number to access the application package and instruction:
do not remember the Funding Cpportunity Mumber for the grant opportunity, return to the Eind Grant ©pporunities secti
locate the grant opportunity and then return to this screen to enter the number. In order to view application packages an
instructions, you will also need to download and install the . Thiz small, free prograrm will allow you tc
access, complete, and submit applications electronically and securely.

Packaqe Training Demo

Submit Application Tips

\Y;

Comvert Documents to PO

Download PureEdge

Apply Step 2: Complete the Selected Gramt Application Package

Viewer
Yol can camplete the application offline — gQiving you the flexibility to complete grant applications when and where you s
PureEdae on Macintosh also enahbles you to easily route it through your organization for review, or completion of various components, just like a
PureEdage Suppart for Macintosh other email attachment. Eventhing you need to know is included in the application package and instructions.

Install PureEdage on a Macirtosh




['.'5] Document1 - Microsoft Word

'?i Miew  Insert  Format  Tools  Table '-:-'i_;‘_iﬁlj-bw Help g’dbﬁe FODF  Acrobat Comments pdf conversion
' T Hew T i
| =3 Oper... Crl+o
t . Close
A Save Chrl+5
Save fAs...

a3 Save as‘Web Page...
1 File Search,..

Permission 3

Versions. ..

To convert a Microsoft Word File to
An Adobe File
Click on “File” “Print”

Web Page Previem

Page Zetup...

| n Prink Prewview

Frint..) Chrlep

Properties

1. S\Zenilman Commerciallnfosheet:
2 F:l. . AeSMAP Enowledge Assessment Exa. ..
3F:. . 125MNAP Knowledge Assessment Exa. .,

4 Fi\iErantsiDireckor meeting nokes

l Exit




@_Ducumenﬂ - Microsoft Word

pdf conversion

Select Printer Name: Adobe PDF
Click “Ok”

rimker

&Ti Q #idobe POF / | Properties
Skatu=T - -
ﬁ V\bart}1530-9032 Find Printer...

Tvpe:
[ Prirk ko file

Where:

Comment: @ 1530 9046 [ ] Manual duplex
Page range

@ al

(3 Currentpd
() Pages: |: 3 Dell Laser Printer 5100cn PCLG [¥] Collate

Enker page nu
separated by HP LaserJet 2420 PCL 6

Print what: E

Microsaft OFfice Document Image Writer

e

Prink: |_a |

Scale ko paper size: |N|:| Scaling




[Ej Document1 - Microsoft Word

Save PDF File As EFER pdf corrversion

Save in: ||jE’| My Documnents

Lé )My eBooks
@My Music

MyRecent |2 py Pictures

Documents BMY videos

I"-’Iy Webs

IiPocket_PC1 My Documents

Desktop = pice Tang_Biosketch_2006

=% Dabs_Binsketch_042006

EDDbsEudgetJustiFicatiDn413[!6

= JHU SF424NIHForms

=% PE_TMP_00012gr000027 0

- . o

&

|
N
”
[t

by Documents

File name: Dlocument] LI Save

PRt : Cancel
— - |

Save PDF file onto your computer.
NOTE: The name of the file must not include any unusual
characters, spaces, symbols, etc in the file name.
After the file is named, click “Save”.




I:.5—_‘| Document1 - Microsoft Ward

A

rmentsh

Creating Adobe PDF

ent Mame |Mil:r|:|Sl:|ft Wiord - Document]

FUF Frogress
Creating... Test_to_Convert_word_to_pdf_format. pdf

POF Mame: Test_to Convert_ward_to_pdfformat. pdf
Faolder : C:hDocuments and Settingzhnreeselu D

P
.

Sending Page : 1

73] Adobe POF  Acrobat Comments

pdf conversion

] | 100%  + (@) | JdRead & : Times Mew Roman -+ 12+ | ¥

e

. 20 [0 | = e

a .pdf file

@t is converting to Adobe PDF file.




@_Ducumenﬂ - Microsoft Word

pdf conversion

Iools Table indow Help Adobe PDF  Acrobat Comments

- R S A B

Conye
E2 Adobe Acrobat Professional - [Test_to_Convert_word_to_pdf_format. pdf]

[1Cr =

et file toos QQ&FHP

[_% ?& E l:;:J %v @v " E@CreatePDFv !%Cnmment&hﬂarkup* EESEdeDrREViEW' [Er Z' E__é =

%Jlmma (&[] []kd] @[ ] ® IR w1 i @ree-
Converting a word file to a .pdf file :

Word document is now a .pdf file.

E Commernts \(i hodel Tri F'agE Signaturtli Bnukmarks{?\

@
n)
o
©
5
1




Formatting, Etc

s After submission, the eRA system
Will:
e Assemble the grant image
e Generate a Table of Contents

e Includes headers (Pl name) and footers
(page numbers) on all pages.
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PureEdge
Software

Download Instructions



PureEdge Software for
Grants.gov: submissions

= \Web browser using Internet Explorer, Firefox,
Mozilla, or Safari: http://www.grants.gov

e You will need to download the free software package
“Pure-edge Viewer” to prepare and/or submit proposals.
The link Is located under http://www.grants.gov “Apply
for Grants” tab.

= Note: Mac users can now use Virtual PC that Microsoft
bundled with Office 10 professional. This software was
created for use with PCs — if you have another type of
system, you will not be able to submit from that computer.

e PureEdge is only a file, not a web site.
= Enable cookie support and pop-ups.
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Grants gov provides a single, secure and reliable source for applyving for Federal grants online, simplifying the grant
application process and reducing papenwork. To learn mare ahout the benefits of applyving online, access key henefits.

Remember to Register Before You Apply! It is necessary for all applicants to complete the Grants.gov registration proc
hefore any grant application package can be submitted. Click here to register.
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Apply Step 1: Download a Grant Application Packadae and Application Instructions
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