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Office of Sponsored Programs—MED 
General Instructions for Submitting Continuation Applications

1) Prepare the following documents and check them off the list when complete:

A. OSP-MED internal documents

· Completed transmittal form
· Project-specific disclosure (PSD) form for all individuals who are designing, conducting, or reporting covered research for whom the previously-disclosed financial conflict of interest has changed in a material way. The project PI must ensure for himself and for all project research staff that revised PSDs are reported to OSP-MED whenever the change occurs and/or new research personnel are added to the project. 
· Detailed budget by object code

· Relevant assurance information (section B of transmittal form)
· Human subjects letter (for new protocols) and individual certifications (for new investigators)
· Incoming subawards (BU receives subcontract from prime institution): same internal documents as above, with addition of the scope of work (SOW) for next budget period (excel worksheet on website).
· Outgoing subawards (BU outsources part of its prime award): provide statement that subaward will continue; revised SOW or statement that SOW has not changed; budget for next budget period (excel worksheet).

· Other documents as required by sponsor.

B. NIH or grantee documents

Components of SNAP and non-SNAP Progress Reports to NIH* 
	Item
	Required for SNAP
	Required for non-SNAP
	Comments

	Face page 1
	Retrieve page in eRA Commons
	Use NIH template
	 

	Form page 2
	n/a
	Detailed Budget
	 

	Form page 3
	n/a
	Budget Justification
	 

	Form page 5
	Answers to SNAP Questions.  A Specific Aims; B Studies and Results; C Significance; D Plans; E Publications; F Project-Generated Resources. Inclusion Enrollment Report.
	Sections A-F and Inclusion Enrollment Report.
	Start answers to Questions 1-3 after table. Start section A directly after these questions. Sections A-D limited to 2 pages. Provide text for table items A through E only if changed from previous report. Center grants (P30s) may use alternate format and exceed page limits if necessary.

	Form page 6
	Include only if there is a change in site that affects F&A and/or if program income
	Include only if there is a change in site that affects F&A and/or if program income
	Checklist

	Form page 7
	All Personnel Report
	All Personnel Report
	Final page of packet; number each page consecutively up to and including this page

	Biosketch
	Personnel new to project since previous report, only
	Personnel new to  project since previous report, only
	 

	Other Support
	n/a
	Active support only
	


* NIH Progress Reports use the NIH 2590 format and instructions, located at: NIH Forms
2) Send documents 5 days in advance of agency/department deadline to OSP-MED/Progress Reports
· For NIH e-SNAP applications:  prior to submitting your progress report in eRA Commons 

· All other applications:  together with a paper copy of your progress report

� For NIH awards, use this transmittal for non-competing continuations. For awards from other sponsors, use this transmittal for subsequent years of award. Do not use this transmittal for submission of any new application or for any competing renewal application or for any project location change (use OSP-MED proposal summary and relevant application documents instead).
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