F32 Preparation Timeline and Checklist for December 2025 Deadline

WEEK 1
Sept 15-19

Mandatory Meeting:
[J Monday, Sept 15, 12-2PM, Introductory Zoom Meeting
Information to Review:
[J Week 1 Agenda and Resources doc
o How to start drafting the Specific Aims
o Difference between Letters of Reference (required) and
Letters of Support (optional)
Parallel Tasks:
[J Request letters of reference and letters of support to be returned to you by Nov 3
[J Inform your dept’s Pre-Awards office you plan to submit, find out deadlines/procedures
This Week's Writing Task:
[J Start drafting Specific Aims

WEEK 2
Sept 22-26

Information to Review:
[J Week 2 Agenda and Resources doc
o How to write a Biosketch, especially Personal Statement / Contributions to
Science sections
Parallel Tasks:
[J Remind your Mentor that they will need to update their Biosketch by late November
[J Determine to which study section/NIH agency you'll be submitting your application
[J Check if the agency has any supplemental instructions for F awards (most don't) and
incorporate them into your to-do list
This Week's Writing Tasks:
[J Work on your Biosketch, esp. Personal Statement/Contributions to Science
[J Continue refining Specific Aims

WEEK 3
Sept 29-Oct 3

Information to Review:
[J Week 3 Agenda and Resources doc
o Preparing Facilities and Other Resources
o How to manage PMCID numbers
o How to update your eRA Commons account
Parallel Tasks:
[J Confirm all your references have PMCID numbers and correct if they do not
[J Request/Update your eRA Commons account (Pl Role, affiliated with UCLA)
[J Start a References Cited document, to share all references cited throughout the docs
This Week's Writing Tasks:
O Prepare Facilities and Other Resources
[J Continue refining Specific Aims
[J Continue refining Biosketch Personal Statement/Contributions to Science

WEEK 4
Oct 6-10

Information to Review:
[J Week 4 Agenda and Resources doc
o Review the RCR Training boilerplate provided
o Developing Training Activities and Timeline
Parallel Tasks:
O Customize the provided Training in the Responsible Conduct in Research boilerplate
This Week's Writing Tasks:
[J Continue refining Specific Aims/Biosketch, as needed
O Prepare Training Activities and Timeline document



https://uclahs.zoom.us/j/98115662076?pwd=Ia1FcREJYlMPtOqqaDY2DTUXP3b90M.1

Information to Review:
[J Week 5 Agenda and Resources doc
o Specific Aims review template
o Advice on Sponsor’s Commitment to share with mentor

WEEK 5 Parallel Tasks:
Oct 13-17 [J Read your colleagues’ Specific Aims drafts in advance of meeting
[J Share details and speak with your mentor about the Sponsor's Commitment document
This Week's Writing Task:
[J Self-Review (or Peer exchange) of Specific Aims Draft 1
[J Prepare Specific Aim draft for next week'’s review
Mandatory Meeting:
[J Date/Time TBD, Feedback Zoom Meeting
(Schedule will be determined depending on number of participants)
Information to Review:
[J Week 6 Agenda and Resources doc
WEEK 6 . ) - .
o Instructions on Developing your Research Training Project Strategy
0ct20-14  |parallel Tasks:
[J Comment on your colleagues’ Specific Aims drafts before/during/after meeting
This Week's Writing Task:
[J Keep refining your Specific Aims using the feedback you received
[J Draft your Research Training Project Strategy, expanding from Specific Aims
Information to Review:
[J Week 7 Agenda and Resources doc
o Instructions for completing Human Subjects, Vertebrate Animals, Select Agent
Research, Authentication of Key Biological and/or Chemical Resources, and
Resource Sharing Plan documents
Parallel Task:
[J Nudge your reference/sponsor letter writers if they haven't finished their letters yet
WEEK 7 [J Remind your Sponsor that they need to finish their Sponsor’'s Commitment by Nov 17
Oct 27-31 This Week's Writing Tasks:
[J Finish the relevant docs:
[J Human Subjects
[J Vertebrate Animals
[J Select Agent Research
[J Authentication of Key Biological and/or Chemical Resources
[J Resource Sharing Plan
[J Continue working on Research Training Project Strategy
Information to Review:
[J Week 8 Agenda and Resources doc
o Advice for preparing Candidate’s Goals, Preparedness, and Potential
WEEK 8 Parallel Tasks:
Nov 3-7 [J Ask a collaborator or lab member with good writing skills and knowledge of the

research to read and comment on your Research Training Project Strategy
This Week's Writing Task:
O Write Candidate’s Goals, Preparedness, and Potential




Information to Review:
[J Week 9 Agenda and Resources doc
o Advice on Project Summary/Abstract
o Advice on writing a compelling Title for your research project
Parallel Task:

WEEK 9 [J Get PI's input on your:
Nov 10-14 [J Candidate’s Goals, Preparedness, and Potential
[J Training Activities and Timeline
This Week's Writing Tasks:
[J Revise Research Strategy based on feedback
O Write Project Summary/Abstract
[J Draft your Project Title and post it to the group on Slack for peer feedback
Information to Review:
[J Week 10 Agenda and Resources doc
o Advice on writing the Project Narrative
o Cover Letter instructions and template
Parallel Task:
[J Draft the Cover Letter that accompanies your proposal
WEEK 10 N . " . o
Nov 17-21 [J Compare your application materials to the Application Review Criteria for F32
This Week's Writing Tasks:
O Revise Candidate’s Goals, Preparedness, and Potential and Training Activities and
Timeline based on PI's feedback
[J Draft a compelling 3 sentence statement for your Project Narrative
[J Make general revisions to all your documents based on Application Review Criteria for
F32
Information to Review:
[J Week 11 Agenda and Resources doc
o Checklist for Application components
WEEK 11 Parallel Task:
Nov 24-28 [J Submit documents to your Pre-Awards Office by their internal deadline (______)
[J Submit final draft to OCGA by Dec 1
This Week's Writing Tasks:
[J Final drafts of all documents
Parallel Task:
WEEK 12 [J Get (Co-)Sponsors to approve final submission
Dec 1-5 [J Approve OCGA to submit final draft to NIH by Dec 8

This Week's Writing Task:
[J Final Proofreading and editing, corrections suggested by OCGA




Sample Document and Task Checklists in the Order Presented in the F32 Workgroup

Document

Description

State concisely the goals of the proposed

Minimum
Time Estimate

5-6 hrs, typically requires
several iterations,

Draft

Final

GoalWeek Draft

Specific Aims Leuiiiﬁr;ér)\dfu;nr:anze the expected guidance and feedback Woek 5 D
, 1 pag provided
2-3 hrs, requires some
Biosketch Similar to a CV in NIH format, with required care especially in Personal D

sections and formatting, 5 pages

Statement and
Contributions to Science

Facilities and Other
Resources

Detailed description of the institutional facilities
and resources available to applicant to establish
feasibility of the goals of the training plan

2-3 hrs, resources
available, PI's F&OR docs
can be revised for yours

O

Week 3

References Cited

Bibliography for the entirety of application

1-2 hrs, developed
gradually beside other
documents

Training in Responsible
Conduct of Research

1 page, description of RCR training, mandatory

>1hr, boilerplate provided
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Training Activities and
Timeline

Describe training goals, areas of development,
collaborative process in designing research
training plan, 3 pages

4-5 hrs, requires some
research and care in
development and revision

O

=
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Research Training Project
Strategy

Main description of research plan, 6 pages,
expanding upon Specific Aims with more details

6-8 hrs, requires care in
development and revision

O
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D
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Human Subjects

Only if applicable, otherwise do not need

1-3 hrs, longer if includes
clinical trial, examples

O

=
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@
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Vertebrate Animals

Only if applicable, otherwise do not need

>1hr, template provided

O

=
®
@
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Select Agent Research

Only if applicable, otherwise do not need

>1hr, template provided

O

=
®
@
@
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Authentication of Key
Biological and/or
Chemical Resources

Required of all, about 1 page is standard

1-2 hrs, examples provided

O

=
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Resource Sharing Plan

Only required if your project will be sharing
model organism

>1hr, examples provided

O

Week 7

Candidate’s Goals,
Preparedness, & Potential

Four sections, including overall training goals,
candidate’s preparedness, candidate’s
self-assessment, and scientific perspective

5-6 hrs, requires care in
development and revision

O

Week 9

Succinct description of the proposed work, aims,

1-2hrs, summarize

grOJect /Abstract long-term objectives, public health significance, | application in 30 lines of D
ummary/Abstrac training plan, and training environment. text Week 9
Title Title your research project >1hr D

Week 9

Project Narrative

Relevance of this research to public health

>1hr, 3 sentences

O

Week10

Cover Letter

Cover includes referee list

>1hr, template provided

O

Week10




Sample Document and Task Checklists in the Order Presented in the F32 Workgroup

Goal Request

Made DoONE!

Dates
Request letters of reference and letters of support by Nov 3 Week 1-2 J
Inform your dept’s Pre-Awards office you plan to submit, find out Week 2 D

deadlines/procedures

Remind your Mentor that they will need to update their Biosketch by December

deadline Week 2 —

Determine to which study section/NIH agency you'll be submitting your
application; Check if the agency has any supplemental instructions for F awards Week 2 —
(most don't) and incorporate them into your to-do list

Confirm all your references have PMCID numbers and correct if they do not Week 3 —
Request/Update your eRA Commons account (Pl Role, affiliated with UCLA) Week 3 O
ghare details and speak with your mentor about the Sponsor's Commitment Week 5 D
ocument

Nudge your reference/sponsor letter writers if they haven't finished their letters yet Week 7 —
Remind your Sponsor they need to finish their Sponsor’s Commitment by Nov 17 Week 7 —
Ask a collaborator or lab member with good writing skills and knowledge of the Week 8 0
research to read and comment on your Research Training Project Strategy
Get PI's input on your Candidate’s Goals, Preparedness, and Potential and Training

o A Week 9 W
Activities and Timeline documents
Compare your application materials to the Application Review Criteria for F32 Week 10 —
Submit documents to your Pre-Awards Office by their internal deadline Week 11 J
Submit final draft to OCGA by Dec 1 Week 11 O
Get (Co-)Sponsors to approve final submission Week 12 J

Approve OCGA to submit final draft to NIH by Dec 8 Week 12 —
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