Quick Reference
Guide

Submit an SF424 Form and Check Status

OSP

1. Follow the steps from the Create or Update SF424 Forms guide to create an SF424 Form. Once the form is created it will
be in a pre-submission and valid for submission state. To submit the SF424 form, click on the Grants tab, then Funding

Proposal, then select the name of the proposal you want to submit an SF424 form for. Note: the proposal may be under
the "Internal Review tab."
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2. Onceyou’ve opened the proposal, click on the SF424 link to open the SF424 workspace.
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Sample for DG 020525

Proposal Information

PDI/PI: Mona Fouad

Department: Nursing Family, Comm & Health Systems
Spegialist: Debbie Graves

Sponsors: National Institute of Allergy and Infectious Diseases
Internal Submission Deadline: 2/26/2025

Application Deadline: 3/5/2025

Certifications Complete: 10f 1

SF424 Link:
Prime Sponsor:

SF-42400000125

Instrument Type: Grant

3. From the workspace, RAs/study staff will click Submission Pre-Check. Once the pre-check completes, note the results
under Grants.gov Validation Results, and click OK. If there are any errors, reopen the application to correct them. When
you are ready to submit, the grants specialist will click Submit to Grants.gov, then click OK.
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Submission Pre-Check
Your Grants.gov forms have been validated against the Grants.gov validation rules.
= If errors are returned, re-open the forms for editing, make corrections, re-validate, and then run the "Submission Pre-

Check" again.
= If the XML file is valid, double check your sponsor submission instructions to ensure that all sponsor requirements have
been met.
= E.g., some sponsors require that attached documents (PDF) must be in a specific order.

Grants.gov Validation Results:

Generated grant xml is valid!

Submit to GrantsGov

Submit the generated application package to Grants.gov.

After submission, the tracking number and received date will be
updated when you receive a response from Grants.gov. According
to Grants.gov, it may take up to 48 hours to receive a response,
especially during times when submission volume Is high.

4. Oncethe SF424 is submitted, check the submission status by navigating to the SF424 Center and dicking Check

Submission Status. Search for the specific submission by using the Package ID, Opportunity ID, Tracking Number, or
Submission Title. Click Search.
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PKGO0093166 PA-HO-R0O1 GRANT00820352 2024.09.17 11.38.02 Agency Tracking Number Assigned
PKGO00093166 PA-HO-R0O1 GRANTO00820360 2024.08.17 01.02.01 Agency Tracking Number Assigned
PKG00083166 PA-HO-RO1 GRANTO0820540 2024.08.19 12.32.42 Agency Tracking Number Assigned
PKGO0093166 PA-HO-R01 GRANT00820542 2024.08.19 12.35.29 Agency Tracking Number Assigned|
PKGO0093166 PA-HO-R01 GRANT00820543 2024.09.19 12.36.53 Agency Tracking Number Assigned|
PKGO00093166 PA-HO-R0O1 GRANT00820546 2024.09.19 12.53.58 Agency Tracking Number Assigned|
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