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FORMAT AND APPLICATION FIELD INSTRUCTIONS 
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Full Proposal Format. Each heading below refers to a Tab in the application system. The italicized 
items under the Project Information Tab from your approved concept paper are carried forward to 
the full application. The applicant is always the Principal Investigator (referred to as Investigator 
throughout the application). Investigator and Institution Administrator instructions for submitting 
the proposal are also outlined at the end of this document. 

Format Guidance: For uploaded written content throughout the application, use standard letter paper size [8 1/2" by 
11"], Page count: No more than 15 pages, Line Spacing: Double-spaced throughout the document, Font: Times New 
Roman or Arial [preferred], Font size: 11 points or larger, Margins: 1" [top, bottom, left, right]. 

 

Project Information  

1. Cover letter. Provided and signed by the applicant’s primary research mentor. The letter should 
demonstrate the mentor’s commitment to the Emerging Investigator’s research and career 
development and include: 

• A brief introduction to the investigator, including their research experience and potential for 
continued development. 

• The mentor’s relationship to the investigator and qualifications relevant to the proposed 
research. 

• A mentoring action plan, including the frequency and nature of interactions and the 
research skills or professional development areas to be addressed. 

• How the mentor will support successful completion of the project while fostering the 
investigator’s increasing ownership and research independence. 

• How the project will contribute to the investigator’s longer-term career goals, including 
opportunities for publications, presentations, collaborations, or future funding. 

Limit 2 pages, uploaded as a PDF. Address cover letter to: Gerber Foundation Board. 
 
2. Project Purpose Statement. Provide a 1-3 sentence summary of your study, suitable for 
publication, that a "non-expert" can understand.   

3. Abstract. Provide a synopsis/abstract of the project objectives, goals, process, and outcomes.  

4. Study Design. Provide the type of study design to be used. (select one: Randomized Control 
Trial, Prospective Cohort, Case-Control, Cross-Sectional, Qualitative, Other)  

5. Subject Type. Select the subject type(s) which will be the primary focus of the project. (select all 
that apply: Human, Animal, Tissue/Other).  



 

6. Description of Sample Type(s) for Each Subject Category. Describe your sample type(s): i.e. 
blood spot, saliva, intestinal tissue cells, data from a preexisting database, or what type of animal.  

7. Number of Subjects. Enter the number of subjects you will enroll in your study.  

8. Age at Time of Enrollment. (Examples include: Pregnant Women, 23-32 Weeks Gestation, 2-3 
Years Old).  

9. Prevalence of Problem Addressed. Provide estimated number of children affected by this clinical 
problem in the U.S. population (e.g. rate of disease/1000 live births).  

10. Timeline to Application. Projection of the number of years before findings may result in 
significant clinical changes after the study is complete (i.e., 3-5 years and will require another multi-
site study).  

11. Edit Enrollment. Click the Edit Enrollment button to create or modify your projected enrollment 
figures (for human subjects studies only).  

12. Length of Study. Select the length of the study. Round up if not a full year. For example, for an 
18 month study, select 2 years. The actual length of your study should be reflected in the timeline 
provided later.  

13. Estimated Request. This is the amount estimated in the Concept Paper phase. Budget details 
will be required later in the full application.   

14. Estimated Total Budget. This is the amount estimated in the Concept Paper phase. If the 
project will cost more than what is requested, enter the total cost of the project here. If the same, 
then enter the same amount as the Estimated Request above. This amount should reflect any 
internal funds or other grants that will be used to cover total costs of the project.  

15. Actual Funding Request. Enter the funding request amount here. Ensure this number matches 
your budget upload document that will come later in this application. 

16. Uploaded proposal narrative. This is the main source of proposal information, and should 
include: 
a. Research Aims and Methods 

Describe the study goals, objectives, hypotheses, and overall methods that will be used to 
address the research question(s). 

b. Study Population and Recruitment 
Describe the size and characteristics of the study population, including age, gender, 
ethnicity, source of participants, and recruitment process, as applicable. 

c. Study Design, Measures, and Analysis 
Describe how the study will be conducted, including study design, measures and 
instruments, sample collection, data collection procedures and time points, and planned 



 

statistical analyses. Clearly describe what will be measured and how the resulting data will 
be analyzed to address the study aims and hypotheses. 

d. Measures of Project Success 
Describe how you will assess whether the project successfully achieves its stated 
objectives. This may include milestones such as recruitment and retention targets, 
successful sample or data collection, completion of follow-up, demonstration of feasibility, 
generation of preliminary data, or achievement of other stated study outcomes. 

e. Anticipated Impact and Broader Application 
Describe the anticipated impact of the research, including its potential regional or national 
significance, applicability or replication in other settings, and potential to inform clinical 
practice or improve the health, nutrition, or development of infants and young children. 

 
Format Guidance: Use standard letter paper size [8 1/2" by 11"], Page count: No more than 15 pages, Line Spacing: 
Double-spaced throughout the document, Font: Times New Roman or Arial [preferred], Font size: 11 points or 
larger, Margins: 1" [top, bottom, left, right]. 

 
17. Foundation Mission Alignment. The mission of The Gerber Foundation is to enhance the 
quality of life of infants and children. Describe how the proposed research advances this mission 
and its potential impact on children. Provide concrete examples of how the findings could 
ultimately improve children’s health, nutrition, development, care, or well-being.  

18. Impact of Research. If your study is successful, how could the findings influence clinical care, 
caregiver practices, or other approaches that support infants and young children? Describe what 
clinicians or caregivers may know or do differently as a result of this research, provide concrete 
examples of how the findings could be applied in practice, and identify any potential barriers to 
implementation. 

19. Career Development. Describe how this project will contribute to your career development and 
professional growth, including new skills, mentorship, collaborations, scholarly opportunities, 
and/or steps toward greater research independence.  

 

Project Timetable  

1. Indicate duration of project. NOTE: The START DATE is the estimated date the project will start 
AFTER IRB approval.  

2. Upload Specific Schedule. Upload a table of schedule/timeline of events.  

3. Outcomes and Measures. Provide a list of the specific tests or actions that will be performed and 
methods for those tests/actions.  



 

4. Plan for acknowledging Foundation support. It is assumed that the Foundation will be 
acknowledged in all presentations and publications arising from this grant. List any additional 
measures that will be used to acknowledge Foundation support to the public (For example Donor 
lists on website or in publication, newsletters, etc.).  

 

Team Information  

1. Invite Mentors and Co-PIs using the "Add Mentors and Co-PIs" rield. 

2. Add additional team members and contact information in the “Add Team Members” field 

3. Uploaded biosketches of principal investigator, significant support staff and the mentor for the 
project. Biosketches may be submitted in either the current NIH SciENcv format or the previously 
used NIH Legacy format. 

 

Budget  

1. Uploaded line item project budget. A budget template is available in the application system. If a 
multiyear project, travel to a conference is not allowed in year one. Indirect costs are limited to 
10%.  

Salaries: Percentage of time applied to grant for PI and Co-PI’s will not exceed 30% per person. 
Base salaries for PI and Co-PI’s will not exceed the base salary imposed for NIH grants.  

2. Plan for project funding, including a description of any current or requested funding from other 
major donors.  

3. Budget Narrative. Provide a summary of the duties of each team member. Provide detail of other 
budget line items, for example, supplies to be purchased, purpose of travel, etc. including 
description of duties of investigator and major staff.  

 

Required Uploads  

1. Collaborations and Linkages.  Upload a description and status of any collaborations or linkages 
with others (individual or organization) involved in the project, including status of agreements, etc.  

2. Informed Consent Documentation. Only applicable where human subjects are used. Provide a 
draft if a final copy is not available. This is used by the reviewers as a summary of what you are 
requesting subjects to do during the study.  

3. Scientific References. Upload scientific references as a combined PDF.  



 

 

Optional Documents  

1. Multiple document upload. Upload optional supplemental materials here: charts, graphs, 
photographs, etc.   

 

Organization Information  

1. Development Officer. Provide details of any Development Officer or other Pre-Award contacts 
(not a member of the research team). This may be an administrative person assisting with 
completion of the application. This person should be added to the application using the invitation 
feature.  

2. Research Environment and Institutional Resources. Briefly describe the research environment in 
which the proposed study will be conducted and the institutional resources that are important to its 
successful completion. Include relevant clinical or research populations, facilities, equipment, data 
resources, specialized expertise, collaborators, or other capabilities available to the project. 
Highlight any features of the environment that are particularly important to the feasibility of the 
proposed research. Limit: 1 page, see formatting instructions above. 

3. Board Roster. Upload your Board Roster, indicating the names and affiliations of the 
organization’s governing board.  

4. Audited Financial Statement. Upload the most recent Independent Audited Financial Statement 
for your organization. This must include the balance sheet, statement of cash flows, and statement 
of revenues. (IRS 990 or annual operating budget may be submitted if audited financial statement 
is not available.)  

5. IRS Documentation. Indicate whether the applying organization is tax exempt and is not a 
private foundation. Other (If other, upload IRS determination letter of 501c3 status).  

6. Institution Administrator. This Administrator is the organization’s authorized representative 
designated to approve grant applications. This is often an individual in the Office of Sponsored 
Programs or Grants and Contracting Office. Enter and link the Administrator to the application for 
the final review and submission of the proposal.    

_________________________________________________________________________________________ 

Investigator and Administrator Steps to Application Submission:  

1) Investigator: In the Organizational Information Tab enter and link the Institution Administrator 
[Administrator] to the application. This step should be completed early in the application process. 



 

The Administrator receives an email from notifications@gerberfoundation.org informing they were 
added to the application as the Administrator for grant application approval.   

2) Investigator: Completes the application and clicks the “Submit Full Proposal” button. A second 
email is sent from notifications@gerberfoundation.org to the Administrator informing the 
application was submitted by the Investigator and is ready for final review and approval. The 
application will be in an “Administrator Review Sent” status.  

NOTE: We also recommend the Investigator inform the Administrator the application is ready for 
final review and submission to ensure the submission deadline is met.  

3) Administrator: Performs the final review and submission of the application. If there are no 
recommended changes to the application, the Administrator approves the application by clicking on 
the “Administrator Approved” button. The application is now fully submitted and the status 
changes to “Application Submitted.”   

4) Investigators and Administrators: Investigators and Administrators can monitor the submission 
status of the application in their application portal.  When the Investigator submits the application 
the application status will change to “Administrator Review Sent”. When the Administrator 
approves the application, the status will change to “Application Submitted”.    

All application notifications are sent through the application system.  Investigators and 
Administrators should add the notifications@gerberfoundation.org email address to their contact 
list to ensure notifications sent from the system are not redirected to the junk or spam folder.    

 

 

Individuals seeking technical assistance with their application may contact the Foundation at 
tgf@gerberfoundation.org or phone (231) 924-3175. 

For questions or clarifications on the content of your application, contact research@gerberfoundation.org. 

 


