Suggested Cover Letter Format 
The Division of Receipt and Referral (DRR), Center for Scientific Review (CSR) is responsible for assigning applications to ICs and to Scientific Review Groups (SRGs). DRR will be utilizing knowledge management approaches as an adjunct to the work of referral experts as part of an overall plan to shorten the time from submission to review. Analysis has shown that requests made by investigators are a valuable source of information in this process. In order to facilitate the use of these requests in conjunction with knowledge management analysis of the content of the application, applicants are requested to use the following format when assignment requests are contained in a cover letter. 


• List one request per line. 
• Place Institute/Center (IC) and SRG review requests (if both are made) on separate lines. 
• Place positive and negative requests (if both are made) on separate lines. 
• Include name of IC or SRG, followed by a dash and the acronym. Do not use parentheses. 
• Provide explanations for each request in a separate paragraph. 

Examples: 
Please assign this application to the following: 
Institutes/Centers 
b. National Cancer Institute - NCI 
c. National Institute for Dental and Craniofacial Research – NIDCR 
[bookmark: _GoBack]
Scientific Review Groups 
d. Molecular Oncogenesis Study Section – MONC 
e. Cancer Etiology Study Section – CE 

Please do not assign this application to the following: 
Scientific Review Groups 
f. Cancer Genetics Study Section – CG 
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DATE

Center for Scientific Review
National Institutes of Health
6701 Rockledge Drive, Room 1040, MSC 7710
Bethesda, MD 20892-7710


RE:  Submission/Resubmission – Announcement # or NIH ID number of previous submission

To Whom It May Concern:

This application is in response to Program/Funding Announcement XXX-XX-XXX.  The submission titled, “XXX” is respectively requested to be forwarded to the following:


Institutes/Centers:
FULL Name - ACRONYM

• Provide explanations for each request in a separate paragraph. 

Scientific Review Group(s):
FULL Name - ACRONYM

• Provide explanations for each request in a separate paragraph. 

Please do not assign this application to the following: 
Institutes/Centers
FULL Name - ACRONYM

Scientific Review Groups 
FULL Name - ACRONYM


Sincerely,

Name, Credential
School of XXX
Dept. of XXX
Southern Illinois University Edwardsville
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SOUTHERN ILLINOIS UNIVERSITY




