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Steps to completing a grant submission using Grants.gov
1. Make sure you have Adobe Acrobat installed.
2. If you’re submitting a grant to NIH you need to be registered to use eRA Commons.  Please contact the UW Office of Sponsored Programs to get registered (osp@u.washington.edu).

3. Search for funding opportunities on Grants.gov.

4. Once you’ve found the appropriate funding opportunity download the application materials by selecting the “How to Apply” box and selecting “Download” on the following page.  Selecting download automatically opens the grant application package in an Adobe Acrobat format.
5. All required fields in all of the forms will be highlighted in yellow, and if you turn on the help feature on the toolbar you will be provided with some useful information for some of the fields.
6. Insert Application Filing Name (can be the short name of the grant, but should not be your name).  Do NOT check the box that you are submitting the application on your behalf and not on behalf of a company, state, local or tribal government, academia, or other type of organization.

7. Complete the forms in the “Mandatory Documents” Section.  As you complete forms move them to the “Mandatory Completed Documents for Submission” box and SAVE to your hard drive or network drive.  Completed forms are not stored on the Grants.gov site.  If you do not save the documents to your computer the information will be lost and you will need to start over again.

8. Files to be attached must be in PDF format for NIH and NSF.

9. When you’ve finished completing all of the required forms and attached all required files (and have saved the package to your hard drive or network drive) select “Check Package for Errors” to determine if anything is missing or incomplete.  This checks for general errors only—fields that are incomplete or incorrectly completed; it doesn’t check for agency-specific requirements.
10. After making any necessary corrections re-save.

11. If you want a hard copy of your forms and materials I suggest printing each page as it’s completed.  You can use the “Print” button at the top of the main Grant Application Page to print the entire application, but you may get a lot of garbage pages using that button.

12. If you are not going to complete all of the documents at one time you will need to start Adobe Acrobat software from your computer and locate the files on your hard drive or network drive to finish working on them.

13. Once you’ve completed all the paperwork required by the funding agency you will still need to complete the eGC-1 in SAGE and attach your Adobe Acrobat file as well as any documents that are for internal UW use (such as the cost sharing addendum, budget worksheets, etc.).  You do not need to separately upload files that you load into the Adobe Acrobat application file—they will automatically be included in Sage since they are “embedded” in the Adobe Acrobat application file.

14. After you’ve attached the documents to your eGC-1 a box will appear that asks if the application is ready to be submitted to the sponsor by OSP.  If any part of your application is a draft select “no.”  However, you should still “complete” the eGC1.  This will start the routing and approval process, but OSP will not submit your application to Grants.gov until you withdraw the eGC-1, attach your final documents, and select “yes” to the “ready to submit” question.  You will also need to select “complete” again to route the application back to OSP for submission.
15. OSP will submit the proposal application to Grants.gov, which conducts a validation check (this is different from the error check mentioned in #9).  Once the application passes the Grants.gov validation the funding agency retrieves the application (and in some cases, such as NIH, the agency also has a validation process). 
16. For NIH grant applications you need to log into eRA Commons within 2 days of submission to verify that the application package in eRA Commons is correct.

Finally, please remember that you need to have your draft application (final budget and draft science) to OSP 10 business days before the application due date and your final application with final science to OSP 5 business days before the due date to ensure that your application is submitted by the deadline.  Your eGC1 must be completed with all final attachments and the “ready to submit” question answered “yes” by noon 2 working days prior to the due date.
Some pieces of info you may need:

· DUNS #:  605799469

· Duns # (Dept of Education only):  042803536

· Entity #/IRS Number/Taxpayer #:  91-6001537

· Human Subjects Assurance #:  FWA00006878

· Authorized Signer:  Lynne Chronister, Assistant Vice Provost for Research; Director, Office of Sponsored Programs
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