[image: image1.png]BOSTON














Grants Administration Policy and Procedures Manual


Appendix 8

Research Career Awards – K Series

Required Forms and Information

· The PI should check with program officer at respective Institute before applying to verify eligibility.
· PHS 398 forms are used but with special instructions.
· 8% indirect cost rate is applied for all K Series grant applications.
· Usually, 75% FTE required for Candidate on K Series grant applications but varies with institutions-check instructions
· Grants Administration Proposal Summary Sheet, signed by PI and Chief of Service, & Grants Admin.

· Conflict of Interest, signed by PI and all BMC Key Personnel

· CDC Select Agent Survey

· Face Page, signed by PI and Grants Administration

· Description, Performance Site and Key Personnel 

· Table of Contents (RCA Substitute Form Page 3.)  PLEASE NOTE: Naturalized citizens, whose bio-sketch indicates education or employment in their country of origin should indicate the date of naturalization beside the “Yes” box.
· Project Period Budget

Provide only total direct costs per year.  Do NOT itemize costs. Budget justification: list name, role and responsibilities on project and % effort for all project personnel (paid or not).  0% effort is not allowed by NIH, even if unpaid.  Identify all consultants by name and organization, and describe services to be performed.

· Detailed Budget- for internal review but often not required at time of submission

· Bio Sketch, required for Candidate and Sponsor/Mentor

 Note:  The Biographical Sketch may not exceed four pages.  Items A and B 

 may not exceed two of the four-page limit.

A. Positions and Honors

B. Publications or manuscripts

C. Research Support

· Other Support 

For K01, K08, K07 and K23, modified forms for sponsor and co-sponsor, with information on current and pending support relevant to candidate’s research plan.  Level of effort and $ amounts are not required.  For all other K Series applications, do not submit Other Support.

· Resources  -complete for all project sites

Same as standard 398 but added importance for K Series awards

· Checklist  (DHHS date 10/23/03)

· Personnel Report Form- Upon request by the Sponsor

· Targeted Enrollment Table ***New, Revised, Competing

Complete if study involves human subjects

· Inclusion Enrollment Form ***Continuations

Compete if study involves human subjects

***Current IRB’s and IACUC’s required for Continuations, may be PENDING for New, Revised, or Competing

*On the PHS 398 face page, the email address for Ellen N. Jamieson is different for items 13 and 14.  For 13, it is grants.admin@bmc.org and for 14, it is ELLEN.JAMIESON@BMC.ORG.

The grants.admin address is where the Notice of Grant Award (NGA) is sent.
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