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National Institutes of Health Cover Letter

Attach the cover letter, addressed to the Division of Receipt and Referral, in accordance with the announcement and/or the
agency specific instructions. Applicants are encouraged to include a cover letter with the competing application.

The Division of Receipt and Referral
Center for Scientific Review

6701 Rockledge Drive MSC 7720
Bethesda, MD 20892-7720

The cover letter is only for internal use and will not be shared with peer reviewers. The letter should contain any of the following
information that applies to the application:

1. Application title.
2. Funding Opportunity (Program Announcement (PA) or Request for Application (RFA)) title of the NIH initiative.

3. Request of an assignment (referral) to a particular awarding component(s) or Scientific Review Group (SRG). The U.S. Public
Health Service (PHS) makes the final determination.

4. List of individuals (e.g., competitors) who should not review your application and why.
5. Disciplines involved, if multidisciplinary.

6. For late applications (see Late Application policy, pg. 47 of the SF424(R&R)) include specific information about the timing and
nature of the cause of the delay.

7. When submitting a Changed/Corrected Application after the submission date, a cover letter is required explaining the
reason for the Changed/Corrected Application. If you already submitted a cover letter with a previous submission and
are now submitting a Changed/Corrected Application, you must include all previous cover letter text in the revised cover
letter attachment. The system does not retain any previously submitted cover letters; therefore, you must repeat all
information previously submitted in the cover letter as well as any additional information.

8. Explanation of any subaward budget components that are not active for all periods of the proposed grant.
9. Statement that you have attached any required agency approval documentation for the type of application submitted. This
may include approval for applications $500,000 or more, approval for Conference Grant or Cooperative Agreement (R13 or

U13), etc.

10. When submitting a video as part of the application the cover letter must include information about the intent to submit it, if
this is not done, a video will not be accepted. See NOT-0D-12-141.

Note: The listed requirements are based on the SF424 (R&R) updated November 25, 2014. The Grants Hub staff aims to {}""‘{}
keep all of their resources up to date, but make sure to double check that there aren’t new requirements for NIH cover e ‘el

letters. %‘g{}


http://public.csr.nih.gov/StudySections/IntegratedReviewGroups/Pages/default.aspx
http://grants.nih.gov/grants/guide/notice-files/NOT-OD-12-141.html
www.grantshub.iastate.edu
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Suggested Cover Letter Format

The Division of Receipt and Referral (DRR), Center for Scientific Review (CSR) is responsible for assigning applications to
institutes and centers (ICs) and to Scientific Review Groups (SRGs). DRR will be utilizing knowledge management approaches as
an adjunct to the work of referral experts as part of an overall plan to shorten the time from submission to review. Analysis has
shown that requests made by investigators are a valuable source of information in this process. In order to facilitate the use of
these requests in conjunction with knowledge management analysis of the content of the application, applicants are requested to
use the following format when assignment requests are contained in a cover letter.

- List one request per line.

- Place Institute/Center (IC) and SRG review requests (if both are made) on separate lines.
- Place positive and negative requests (if both are made) on separate lines.

- Include name of IC or SRG, followed by a dash and the acronym. Do not use parentheses.

- Provide explanations for each request in a separate paragraph.

Example
Please assign this application to the following:

Institutes/Centers
National Cancer Institute - NCI
National Institute for Dental and Craniofacial Research — NIDCR

Scientific Review Groups
Molecular Oncogenesis Study Section — MONC
Cancer Etiology Study Section — CE

Please do not assign this application to the following:
Scientific Review Groups
Cancer Genetics Study Section — CG

The reasons for this request are [provide a narrative explanation for the request(s)].
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