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Overview 

 Audience goals/questions/concerns? 

 Purpose of Training Grants 

 How to apply (pre-award processes) 

 If awarded, now what? 

◦ Xtrain appointments/terminations 

◦ Payroll 

◦ Allowable charges 

◦ Closing out awards 

 



T32 grants:  

What do they support? 

 

 research training experiences 
 
 predoctoral, postdoctoral, and short-term 

trainees 
 
 specified areas of biomedical, behavioral and 

clinical research 



T32 grants:  

Whom do they support? 

 U.S. citizens 

 

 Permanent residents of the U.S.  

◦ Green card required as of appointment start 

date on the grant 



T32 grants:   

How do they operate? 

  

 Institutional awards (not individual fellowships) 

 

 Program director applies on behalf of group 
of faculty trainers. 

 

 Internal review process to award “slots” to 
individual trainees 

 



T32 grants:   
How do you know if you should apply? 

 All Applicants (new and renewal):   

◦ PI:  Call the Program Officer of your current 

or prospective Institute. 

◦ Discuss:  your grant + mission of the NIH 

institute = good fit? 

◦ Does the Institute have unique policies, 

requirements, application tables/forms? 

 

 



T32 grants:   
How do you know if you should apply? 

 New T32 applicants:   

◦ Your trainers must be unique group of faculty 

representing area not covered by any other T32 

on your campus. 

◦ Review your campus T32s and contact 

colleagues with questions 

 

 

 



Ruth L. Kirschstein National 
Research Service Award (NRSA) 
Website 

http://grants.nih.gov/training/nrsa.htm 

• Program Announcement 

• Application Kit:  SF424 (R&R) 
“ADOBE-FORMS-B1”   

T32 Resources: 

http://grants.nih.gov/training/nrsa.htm
http://grants.nih.gov/training/nrsa.htm


 



 



PA-11-184 



grants.nih.gov/grants/guide/contacts/parent_T32.html 



 grants.nih.gov/training/faq_training.htm 



Dissecting the T32…what’s in the 

application?? 

Core components 
• Faculty mentors 

• Training plan 

• Prospective trainees 

• Success of past trainees 



Required Sections 
• Program abstract 

• Training Budget 

• Training Program Plan 
• Program Administration (director(s) and 

administrator) 

• Faculty (biosketches) 

• Proposed Training (Curricula, seminars, career 

guidance, mentorship) 

• Program Evaluation 

• Trainee Candidates 

• Institutional environment and commitment to 

the Program 



• Recruitment and retention plan to enhance 

diversity 

• Responsible Conduct of Research 

• Tables (1-10 for new applications; 1-12 for 

renewals) 
• Tables are the most closely reviewed 

section of the application! 

• Data needs to be as complete as possible. 

• NIH T32 Data Tables Instructions 
http://grants.nih.gov/grants/funding/424/index.htm#data  

Required Sections, cont. 

http://grants.nih.gov/grants/funding/424/index.htm
http://grants.nih.gov/grants/funding/424/index.htm


Recommended Timeline 
 5 months prior to deadline: determine faculty trainer list 

& review what data needs to be collected.  

(Tip: for every additional 10-15 trainers, add ~1 month of prep time) 

 

 For renewal applications, at least 3 months prior to 

deadline request current trainee research descriptions, 

publications and update historical data. 

 

 For interdepartmental training grants, at least 2 months 

prior to deadline request departmental data (information 

on applicant pool, current positions of past trainees). 



Budget Components 

 Stipends 

 Training related expenses 

◦ Health insurance 

 Tuition and fees 

◦ Justify differences in rates for tuition 

 Travel 

 Indirect costs of 8% 

 



Creating a Budget - Stipends 

Current rates posted on NIH website 

 http://grants.nih.gov/grants/guide/notice-
files/NOT-OD-12-033.html 

  Predoctoral                                                     $22,032 

  Postdoctoral    Years of Experience 

              0                                        $39,264 

               1                                        $41,364        

                   2                                        $44,340 

               3                                       $46,092 

               4                                        $47,820 

               5                                        $49,884 

               6                                        $51,582 

               7 or more                           $54,180 



Creating a Budget 

 Trainee Travel – Check with your awarding component 
for their policy on this category 

 Tuition-Request full amount of your campus rate for 
anticipated trainees. Estimate annual increases per your 
campus policy.  Watch for differential tuition rates based on 
residency, preliminary exam status, dual-degree programs, 
etc. 

 Training Related Expenses (includes Health 
Insurance) Funds are to help defray expenses including 
staff salaries, equipment, and supplies 
◦ NIH will award $7850/postdoc and $4400/predoc trainee 

◦ Request $2,200 per predoc and $3,850 per postdoc for TRE and 
health insurance costs per below 

◦ Health Insurance:  
 Request actual costs and budget future year increases. NIH will 

limit the amount awarded to $2,000 per predoctoral trainee and 
$4,000 per postdoctoral trainee 



Training Related Expenses (Example) 

Calculation Per Year 

Predocs     

Health Insurance (($22,032 x 29%) x 25 slots) =  $    153,555.00 

Trainee Related 

Expenses 
$2,200 x 25 slots =   $           55,000.00  

TOTAL    $         208,555.00  

Postdocs     

Health Insurance 

[(($39,264 x 18.8%) x 2 slots) + (($41,364 x 

18.8%) x 2 slots)] = 
 $           30,316.00  

Trainee Related 

Expenses 
$3,850 x 4 slots =  $           15,400.00  

TOTAL    $           45,716.00  

GRAND TOTAL    $    254,271.00  



Creating a Budget 

 Facilities and Administrative Costs (also called indirect costs 
or overhead) should be requested at a rate of 8% of total direct 
costs less tuition, fees, and equipment.  

Category Cost
Stipends 712,056$     

Travel 29,000$       

Training Related Expenses 254,271$     

Tuition and Fees 716,809$     

Total Direct Costs (TDC) 1,712,136$ 

Modified Total Direct Costs (MTDC = 

TDC less Tuition) 995,327$     

Indirect Costs (8% of MTDC) 79,626$       



 Purpose: 

◦ Gives overall picture of training environment 

 Special Instructions: 

◦ Renewals begin revising table from previous 
submission 

◦ Include current trainee info for renewals only  

◦ A=underrepresented minorities; B=individuals with 
disabilities; C=Individuals with disadvantaged 
background 

◦ Requires summary data 

Table 1. Membership of Participating 

Departments/Programs 



Table 1. 

For Renewals: Arrows indicate information you might already have. 
Column 2. Department contact or website 
Columns 4 & 7. Department contact or website 
Columns 5 & 8. Department/Faculty contact 



 Purpose: 

◦ Distribution of faculty (sr vs jr; clinical vs 

basic, etc.) 

 Special Instructions: 

◦ Renewals begin revising table from previous 

submission 

Table 2. Participating Faculty Members 



Table 2. 

Arrows indicate information you may already have. 
Column 2. Department contact or website; Campus Directory 
Column 5. Faculty contact or department website 



 Purpose: 

◦ Overlap of proposed grant with existing Ts. 
 

 Special Instructions: 

◦ Number of Pre/Post Trainees separated into 
separate columns 

◦ Includes short-term trainees 

◦ Renewals begin revising table from previous 
submission 

◦ Requires summary data 

Table 3. Institutional Training Grant Support 

Available to Participating Faculty Members, 

Departments or Programs 



Table 3. 



Purpose: 

◦ Strength of research environment; availability 

of funds to support research 

Instructions: 

◦ List faculty member name by each grant 

◦ * to indicate pending support 

◦ List total direct costs when years have 

substantial changes 

◦ List faculty member role explicitly for each 

grant 

 

Table 4. Grant and Contract Support of the 

Participating Faculty Members 



Table 4. 

Arrows indicate information you may already have. 
All Columns. Campus financial system or Department/Faculty Contact 



Purpose: 

◦ Success proposed faculty have in training 

Instructions: 

◦ List each faculty member’s past and current 
trainees 

◦ Renewals begin revising table from previous 
submission 

◦ ** for trainees currently or previously 
supported on grant 

◦ 10 years of data 

Table 5. Pre- and Postdoctoral Trainees of 

Participating Faculty Members 



Table 5. 

Highlighted columns are different from old table. 
Arrows indicate information you may already have. 
All Columns. Faculty Contact 
Columns 4 , 5 & 10. Payroll data 
Columns 5-8. Campus graduate programs 
Column 10. Internet search, Linked In 



 

Purpose: 
◦ Trainee productivity, authorship, etc. 
 

Instructions: 

◦ Renewals begin revising table from previous submission 
◦ * for TGE 
◦ ** for trainees currently or previously supported on grant 
◦ 10 years of data 
◦ Abstracts can be listed only if more complete publication hasn’t 

appeared 
◦ Need to follow NIH Publication Guidelines and list PMC 

numbers, etc. 
◦ Bold trainee in authors list 
◦ Pre/Post and Past/Current separately in each group. 

Table 6. Publications of Research Completed by 

Trainees (or Potential Trainees) 



Table 6. 

Arrows indicate information you may already have. 
Column 5. PubMed;  prof. society abstracts, trainee contact 



 

Purpose: 

◦ Recruitment and retention of trainees, URM and 

disability recruitment and retention 
 

Instructions: 

◦ List by department/program and by years 

◦ A=underrepresented minorities; B=individuals 

with disabilities; C=Individuals with disadvantaged 

background 

Table 7A. Admissions and Completion Records for 

the Participating Departments & Programs during 

the Past Five Years (Pre) 



Table 7A. 

All Columns. Department/Program Contact 
Explain any trainees who have left without 
completing in final column 



 

Purpose: 
◦ Recruitment and retention of trainees, URM and 

disability recruitment and retention 

 

Instructions: 
◦ Explain in final column when trainees leave before 

completing training 

◦ A=underrepresented minorities; B=individuals 
with disabilities; C=Individuals with disadvantaged 
background 

◦ Indicate system of recruitment as footnote 

Table 7B. Admissions and Completion Records for 

the Participating Departments and Programs during 

the Past Five Years (Post) 



Table 7B. 

All Columns. Department/Faculty Contact 



Purpose: 
◦ Quality and depth of applicant pool 

 

Instructions: 
◦ Column for department/program 

◦ Column for year 

◦ * indicates Training Grant Eligible (TGE) 

◦ 1 year of data 

◦ GPA on 4.0 scale 

◦ Specific sequence of applicants 

◦ Requires summary data 

Table 8A. Qualifications of Recent Predoctoral 

Applicants 



Table 8A. 

Arrows indicate information you may already have. 
Columns 4-7, 10. Department Contact, GWIS, ISIS 
Column 8-10. Department Contact 



Purpose: 

◦ Quality and depth of applicant pool 
 

Instructions: 

◦ Column for department/program 

◦ Column for year 

◦ * indicates TGE 

◦ 1 year of data 

◦ Specific sequence of applicants 

◦ Indicate system of recruitment as footnote 

Table 8B. Qualifications of Recent Postdoctoral 

Applicants 



Table 8B. 

Arrows indicate information you may already have. 
Columns 4-9. Department /Faculty Contact 



Purpose: 

◦ Quality and number of trainees currently 
enrolled and their distribution by mentor and 
department 

 

Instructions: 

◦ List trainees by number 

◦ * indicates TGE 

◦ Specific sequence of trainees 

◦ Requires summary data 

Table 9A. Qualifications of Current Predoctoral 

Trainees Associated with Training Program 



Table 9A. 

Arrows indicate information you may already have. 



Purpose: 

◦ Quality and number of trainees currently 
enrolled and their distribution by mentor and 
department 

 

Instructions: 

◦ Trainees listed by number 

◦ * indicates TGE 

◦ Specific sequence of trainees 

◦ Requires summary data 

Table 9B. Qualifications of Current Postdoctoral 

Trainees Associated with Training Program 



Table 9B. 

Arrows indicate information you may already have. 



Purpose: 

◦ Recruitment and retention of different diversity 
groups and their support. 

 

Instructions: 

◦ Column for diversity recruitment group 

◦ * indicates TGE 

◦ Specific sequence of trainees 

◦ Bold T32 number if current grant 

◦ 5 years of data 

Table 10. Admissions and Completion Records for for URM 

Trainees, Trainees with Disabilities, and Trainees from 

Disadvantaged Backgrounds Clearly Associated with the 

Training Program 



Table 10. 

Arrows indicate information you may already have. 
Column 5. Payroll data or financial data 



Purpose: 

◦ Analysis of utilization of awarded slots 
 

Instructions: 

◦ Delete rows not relevant to grant. 

◦ Each type of data has its own row 

◦ Explain unfilled slots in the footnote 

Table 11. Appointments to the Training Grant for 

Each Year of the Past Award (renewals only) 



Table 11. 

Arrows indicate information you may already have. 



Purpose: 

◦ Evaluation of success of program and utilization 
of slots 

 

Instructions: 

◦ Explain coding of source of support in footnote 

◦ Renewals begin revising table from previous 
submission 

◦ Requires summary data 

Table 12A. Predoctoral Trainees Supported by This 

Training Grant (renewals only) 



Table 12A. 

Arrows indicate information you may already have. 
Columns 2-11.  Payroll data 
Column 14. NIH RePORT; NSF Award Search; 
Alumni Contact  



Purpose: 

◦ Evaluation of success of program and 

utilization of slots 

Instructions: 

◦ Explain coding of source of support in 

footnote 

◦ Renewals begin revising table from previous 

submission 

Table 12B. Postdoctoral Trainees Supported by This 

Training Grant (renewals only) 



Table 12B. 

Arrows indicate information you may already have. 
Columns 2-11.  Payroll data 
Column 14. NIH RePORT; NSF Award Search; Alumni Contact  



Submission-Grants.gov 

 Compile and upload materials early 

◦ Biosketches, tables and training plans can run 

in the hundreds of pages! 

 Create a checklist to ensure nothing is 

missed 

 Prepare appendices and bookmark PDF 

sections 



Completed the submission, then 

what? 
 Make sure it uploads into eRA commons 

completely 

 Await reviews 

 Possible site visit 

 

 



Preparing for the Site Visit 

     WHAT WILL THEY DO? 

 

 ARE THEY GOING TO 

INTERROGATE ME AND 

BEAT ME UP?! 

 

 ARE THEY GOING TO 

BREAK MY KNEES??? 



Site Visits 

 One-day visit 

 May ask for additional information during 

the visit 

 Will ask to re-pay you for lunch/breakfast 

expenses 

 Schedule will include visits with senior 

administration, faculty, students 



Just in Time 

 NIH is now asking for Just In Time 

Information for Training Grants 

◦ Provide updated protocol list for 

 Human Subjects 

 Vertebrate Animals 



 

 

 

 

 

 

 

 
 

NIH Grants Policy Statement  
(Revised October 2011) 

http://grants.nih.gov/grants/policy/nihgps_2011/index.htm 

 
Especially look at the following parts: 

        Subpart A, General Terms & Conditions 

 http://grants.nih.gov/grants/policy/nihgps_2011/nihgps_ch3.htm 

       Subpart B, Specific Types of Grants (including Training Grants) 

 http://grants.nih.gov/grants/policy/nihgps_2011/nihgps_ch9.htm 

 

 The NIH Grants Policy Statement includes information on trainee period of 
support, allowable and unallowable costs, stipend levels, and many other policy 
issues. 

Essential NIH Websites 

http://grants.nih.gov/grants/policy/nihgps_2011/index.htm
http://grants.nih.gov/grants/policy/nihgps_2011/nihgps_ch3.htm
http://grants.nih.gov/grants/policy/nihgps_2011/nihgps_ch9.htm


 

 
eRA Commons:  
https://commons.era.nih.gov/commons/index.jsp 

 

(If you don’t have an eRA Commons login ID and password,  

request this from your Dean’s Research Office.) 

 

 Log in to eRA Commons to access your  

Notice of Grant Award (NGA).  

 

Your NGA gives the terms and conditions of your unique training 

grant and provides contact information for your grant’s Program 

Official and Grants Specialist.  

 
 

Essential NIH Websites 

https://commons.era.nih.gov/commons/index.jsp


Examples of statements from Notice of Grant Award (NGA): 
 This award includes funds to support 12 trainees (144 Trainee Months). The maximum 

number of trainees that may be appointed without the prior written approval of 

NIGMS staff is 12 (144 Trainee Months). 

 

 The next non-competing progress report for this grant is due on December 1. 

 

 INFORMATION: This award utilizes as an offset the unobligated balance from the -28 

year financial status report in the amount of $110,307. 

 

 Unless this award specifically provides for short-term appointments, it is not the 

practice of NICHD to accept appointments of less than 12 months duration. 

 

 Postdoctoral trainees with no clinical responsibilities (e.g. Ph.D. degree, M.D. degree 

with no U.S. board certification) and more than 5 years of postdoctoral research 

experience (i.e. stipend level 6 or higher) must receive prior approval from the 

NIDDK before being appointed to an NIDDK training grant. Only in unusual cases 

will such approval be given. 

 

 

 

 
  

 

Notice of Grant Award 
 



 

 An appointment must be no longer than 12 months for 
the initial period, and no shorter than 9 months. 

 

 Generally at NIH, 1 slot equals 1 person. 
 

 Appointments can start on any date, e.g. August 15, 
July 1, March 1, but AVOID END-OF-MONTH START 
DATES! 

 

 Use dates that make it easy to remember. 
 

 Trainee and TG Director electronically approve 
appointment each year via xTrain. 

 

Trainee Appointments 



Trainee Terminations  

 Trainee, TG Director, and RSP electronically 

approve Term Form in xTrain only when trainee is 

NOT immediately reappointed. 

 When a trainee is appointed multiple, non-

consecutive years (e.g., 7/1/08-6/30/09, 7/1/09-

6/30/10, [break], 7/1/11-6/30/12): 

  Trainee signs Term Form at end of each non-

renewed appointment period (e.g., Term Form 

signed on 6/30/10 and on 6/30/12). 

  



Trainee Payback Agreement 

 

 Only Postdoc trainees sign the Payback 

Agreement. 

 Payback Agreement is the ONLY trainee form 

processed on paper.  (Set up the trainee 

appointment in xTrain, print out the Payback 

Agreement, get signatures from trainee and director, 

mail in to NIH.) 

 Keep a copy of the signed Payback Agreement 

for your own files. 



xTrain Basics 

 Electronic submission and storage of NRSA 
appointment forms (PHS 2271), NRSA 
payback agreement (PHS 6031) and NRSA 
terminations forms (PHS 416-7). 

 Part of eRA Commons 

 Required as of January 1, 2011 for 
◦ T34 (only appt forms) 

◦ Other Ts (appt, payback, and term forms) 

◦ Fs (only term forms) 

◦ R25 and R90 (mostly appt forms) 

◦ K12, KL2 and KM1 (mostly appt forms) 

 



Getting Started 

 Need eRA Commons Account  

 Need ASST role in eRA Commons 

 PI needs to delegate xTrain authority to 

you 

 xTrain website with information/training, 

etc. 
http://era.nih.gov/services_for_applicants/other/xTrain.cfm 

 

 



NIH Appointments 

 Pay 100% of stipend authorized by NIH 

 For postdocs, stipend is set by number of complete 

years of postdoc experience 

 Stipends are not subject to employment taxes 

 Trainees may be need to file taxes quarterly 

 Supplementation is allowed 

 Cannot be on federal funds 



Training Related Expenses (TRE) 

 What’s allowed? (in general) 

  Administrative Salaries Speakers 

  Supplies and Equipment Printing Costs   

  Allowance for Trainees Expenses  

 NOT ALLOWED (in general) 

 Individual memberships  Individual 
subscriptions 

 Recruiting individuals  Food for meetings 

 Computers 

 Documentation is important! 

 Need to have documentation of how money was spent 



Rebudgeting of Funds 

 Stipends 

 Can be rebudgeted within tuition and fees  

 Tuition and Fees 

 Can be rebudgeted within stipends 

 Travel 

 Can be rebudgeted anywhere 

 Training Related Expenses including Health 
Insurance 

◦ Can be rebudgeted anywhere 



Effort Reporting 

 PIs of training grants do need to report effort 

 Trainees and trainers typically do NOT need to report 

effort (exception: trainers who have percent effort listed 

on the competitive renewal should report that effort) 

 Administrators or other employees, who are paid by the 

training grant, will also need to report their effort. 



Annual Progress Reports 

 Due 2-6 months prior to next grant year 

 Submitted via paper form NIH 2590 

 Update human/vertebrate animal protocols 

 Update trainer list 

 Budget should use amounts anticipated for the next 

budget year (tuition, health insurance rates, etc.).  

Stipend rates should be the most current rates announced 

by NIH. 

*For most awards, the amounts awarded will not be 

increased from amount awarded in Year 1 except for 

stipend increases 

 



Annual Progress Reports 

 Budget Justification: “Explain any rebudgeting from trainee 
positions (stipends) into tuition and fees that has occurred in 
the current budget period, including the number of trainee 
positions (predoctoral and postdoctoral) and the estimated 
dollar figure that was rebudgeted during the budget period 
being reported.” 

 Narrative on responsible conduct of research training 

 Narrative on diversity recruitment activities 

 Paragraph on each trainee explaining research and 
coursework 

 New publications includes those by former trainees still in 
training (Remember PMCID numbers) 

 Requires Trainee Diversity Report 

 Data Table 12A or 12B 

 All Personnel Report is not applicable 

 

 



Year-End Close Out Procedures for 

Training Grants 
                          
• NIH requires that a FSR (financial status report) be 

submitted by the awarding institution prior to 90 

days after the end of the grant year.  

• There will be a shortfall due to tuition charges that 

will need to be covered by flexible, non-sponsored 

funds. 

• Unliquidated obligations will be calculated 

 



Unliquidated Obligations- 

Stipends, Tuition, and  

Indirect Costs 

 Grant period: July 1, 2012 -June 30, 2013 (Yr 3 of the 
grant). 

 Trainee appointed on January 1, 2013 for 12 months. 

 The whole 12 months of stipend costs are charged to 
Year 3 of the grant. 

 Therefore, the $ for 6 months of stipend plus fringes 
and tuition (July 1, 2013-December 31, 2013) will be 
carried over to Year 4 as an unliquidated obligation 
from Year 3. 

 





Questions? 

 Jenny Dahlberg (jmdahlberg@wisc.edu) 

 

 Heather Daniels (hdaniels@grad.wisc.edu) 

 



Additional Xtrain slides 

 Note these were not discussed due to 

time restraints, however we have included 

them for reference. 



eRA Commons Navigation 



Using xTrain - ASST 
 PD/PI Delegates (ASSTs) are brought to the My Grants 

screen when the xTrain Tab is selected 

If multiple PD/PIs 

have Delegated 

xTrain Authority 

to the same 

ASST, the ASST 

must select a 

specific PD/PI 

and click Select 

Profile.  



Grant Summary 

Numbers displayed reflect paper/electronic actions accepted by NIH AND 

entered in eRA database. Data entry for paper actions still in progress. 

From the 

xTrain tab, 

click on the 

Grant Number 

link to access 

the Grant 

Summary 

page. 



Trainee Roster 

Make selection and click Go. 

Click on View Trainee Roster link. 



Trainee Roster 

Appointment 

Type:  

New 

Reappointment 

Amendment 

Appointment Status:  

In Progress PI 

In Progress Trainee 

Pending Agency Review 

Accepted 

Terminated 

Appointment/Termination Source: 

Paper or Electronic 

Termination Status:  

In Progress BO 

In Progress PI 

In Progress Trainee 

Pending Agency Review 

Accepted 

View:  

View 2271 

View TN 

View 

Payback 

Action:  

2271 Form 

Amend 2271 

Initiate TN 

Term Notice 



Entering Trainees 

 Trainees without an eRA Commons 

account can get an account by: 

◦ Using registration process through xTrain 

◦ Those on campus (typically Dean’s offices) 

with SO role can add a new account and 

assign the trainee role to that account 



Trainee Profile 
 Once a Trainee account is created, the 

Trainee must log into eRA Commons and 
access each of the Personal Profile pages to 
provide the information used to populate 
xTrain-related forms. 

Personal 

Information 

Race/ 

Ethnicity 

Residential 

Address 

Degrees 

 

Trainee- 

Specific 



Appointment Form Flow 
TG 

Admin 

Initiates 

Appt. 

Trainee 

receives & 

reviews 

form 

Is Trainee in  

eRA Commons? 

Yes 

Trainee  

registers 

No 

NIH reviews 

and creates 

account 

TG admin 

checks form 

and asks  PI 

to submit 

PI submits 

form to NIH NIH 

accepts 

form 



Tips-Appointment Form 
 If you are reappointing someone from 

previous year, then you reappoint from 
within that previous year (don’t do new 
appointment in current year). 

 If there is a break of at least one grant 
period, the trainee must be appointed as a 
new appointment. 

 If reappointing, the old stipend amount 
shows until the appointment form is saved.  
Then current stipend amount needs to be 
entered. 



New Appointment 

 For Pre-doc Appointments 

◦ No further action is needed, unless 
confirmation of permanent residency status is 
required 

 For Post-doc Appointments who have 
never received prior Kirschstein-NRSA 
support Only 

◦ Mail signed original Payback Agreement (6031) 
form to the awarding NIH Institute 

◦ Mail confirmation of permanent residency  
(if needed) 



Tips 
 Trainee information (address, etc.) for new 

trainees will not be visible to you until the 
appt form is accepted by the Agency.   

 Note a number of pieces of information is 
pulled directly from trainee profile.  In order 
to correct these pieces, the trainee needs to 
correct his/her profile. 

 If you use the calendar boxes for length of 
appt, hit recalculate button to get correct 
stipend amount. 

 

 



Tips 
 Watch for auto forwards.  After 14 days 

forms (appt or term) with the trainee will 

forward back to the PI OR term will 

forward to BO from PI.  

 

 



Amendment 
 Once an Appointment is Accepted by 

Agency, an Amendment is needed to 
change any of the following items: 

◦ Name 

◦ Permanent Mailing Address 

 Submit an Amendment as soon as the 
change occurs 

 Follows same process as Appointments 



Termination Form Flow 

TG Admin 

Initiates 

Termination 

Trainee 

receives & 

reviews 

form 

TG admin 

checks form 

and asks PI 

to submit 

PI submits 

form to 

Business 

Official (BO) 

BO submits 

form to NIH NIH 

accepts 

form 



Tips-Termination Form 

 Watch for auto forwards.  After 14 days 

forms (appt or term) with the trainee will 

forward back to the PI OR term will 

forward to BO from PI.  

 If an appointment is ending early, you do 

not need to submit an amended 

appointment form. 



Additional Actions 
 Some actions are available to a user, who is not the 

Current Reviewer, as long as the form has not been 
submitted to Agency 

◦              – runs validations & gives errors/warnings 

◦           – the previous reviewer can recall a form from 
the current reviewer 

 Accessed via 2271 Form or Term Notice links 

PI Trainee Roster screen Current Reviewer- Trainee/Kim Beaker 

2271 Form or Term Notice 



When to call eRA Commons  

Help Desk 
 Links not appearing 

 Routing issues 

 Previous support information missing 

 



When to call NIH Institute 

 Information issues with previous paper 

forms that were entered 

 Problems with forms either submitted or 

accepted by Agency 



Help from NIH & Campus 

 xTrain Web Page: look under xTrain and Quick 

Reference Sheets,  Animated Online Tutorials and 

PowerPoint Presentations 

http://era.nih.gov/training_career/index.cfm 

 eRA Commons Help Desk 

Hours:  Mon–Fri, 7 a.m. – 8 p.m. Eastern  

Web:      http://itservicedesk.nih.gov/eRA/  

Toll-free:   1-866-504-9552 

http://itservicedesk.nih.gov/eRA/
http://itservicedesk.nih.gov/eRA/
http://itservicedesk.nih.gov/eRA/
http://itservicedesk.nih.gov/eRA/
http://itservicedesk.nih.gov/eRA/

