
 
 

   
 

Hand in Hand Research Grant-Full Application Instructions 

  

You will need to create a Proposal central user account to apply. Click the following link to access the instructions 

Create an account with Proposal Central ‘AOTF ProposalCentral Instructions - How to Create a User Account’. You 

may download this file to keep for future reference.  

  

Download Templates & Instructions 

You can download PI/Co-PI biosketch template and sample, mentor biosketch template and sample, mentoring table 

template and sample, verification by applicant organization form and application instructions here. Please note that all 

senior/key personnel use the same biosketch format.  

 

Project Title & Eligibility   

 

Include your  

• Project Title: 150 characters including spaces 

• Proposal type: New/Supplement 

• Information on whether this is a resubmission.  

• Project Period start and end dates (same as this program dates):   

o Start date: July 1, 2026 

o End date: June 30, 2027 

In order to be eligible for ‘Hand in Hand Research Grant’, the applicant must meet the following eligibility criteria:  

• The PI has a terminal research degree (PhD, ScD) or has an OTD, DPT or EdD with advanced research training 

and/or experience (e.g., completion of a post degree research fellowship or multiple first author publications). 

• The PI is an Early Career Researcher* and a credentialed occupational therapist or physical therapist** who is a 

certified hand therapist with a full-time faculty position appointment or an equivalent research position at the 

time of application.   

• The PI is employed by a U.S. domestic, public or private, non-profit organization/institution that is eligible to 

receive Foundation research grants and will provide assurance of its accountability and support for the project. 

• The PI is a U.S. citizen or non-citizen national of the U.S. admitted for permanent residence OR applied for 

permanent residence. (For non-citizens/visa holders, the applicant organization must have policies in place to 

determine whether residence status or visa status will allow completion of the research). 

 

 

https://aotf-my.sharepoint.com/:b:/g/personal/efelipe_aotf_org/EdpGMCQ-ddBDh3aynhAPf_QBCUHcvjxigasCgnnvmIiXVg?e=Gfvv6r


 
 

   
 

*An early career researcher is a Principal Investigator (PI) in the early stages of their independent research career, 

typically within 10 years of completing their terminal research degree (e.g., PhD, DSc) or equivalent training (such 

as post degree research fellowship for non-research degrees e.g. OTD/EdD). A longer time frame may be appropriate 

for individuals who have spent significant time in non-research roles following their degree. These roles may include 

clinical practice, teaching-only academic positions, industry work (e.g., regulatory affairs or clinical operations), 

public health or policy practice, administrative or leadership positions, military or government service, 

entrepreneurial activities, or caregiving responsibilities. Eligible PIs are generally at the Lecturer, Instructor, 

Assistant Professor, or early Associate Professor level (or equivalent). Their funding history may include small 

research grants, mentored career development awards, or training-related mechanisms aligned with early stage or 

emerging investigators.   
 

**This grant may have OT and PT serve as Co-PIs, provided both meet the above-specified criteria. 

All proposals must include one occupational therapist and one community partner. The occupational therapist 

should meet PI eligibility criteria, regardless of whether they serve as PI or Co-PI. 

 

 Other Criteria/Considerations/Restrictions 

  

• The PI has a track record of achievements and career goals related to the proposed project that includes peer-

reviewed publications. 

• The PI should have a funding history associated with early stage, emerging, or early career investigations that 

may include small research grants and training-related or mentored career awards. However, the PI cannot 

currently or in the past have any substantial extramural research awards (e.g. RO1, PCORI, Research Program 

Project Grant, Veterans Administration Merit Award, Field-Initiated Project).   

• The PI or Co-PI does not have two concurrent awards from AOTF, ASHT, or AHTF. 

• The Investigators (PI and/or CO-PIs) are not named on more than one application per cycle. 

• The PI has a commitment from an experienced research mentor who has an established record of substantial 

extramural grant funding, peer-reviewed publications, and supervision and research mentoring experience.  

• The PI or Co-I do not have any conflicts of interest. The PI or Co-I is not: 

 An AOTF, ASHT or AHTF board or staff member  

 Currently involved in the review or sponsorship of an AOTF, ASHT or AHTF grant. 

 

Based on the Early Career Researcher definition provided in the application instructions, please explain how your 

qualifications and experience align with this career stage. (Optional, 1,500 characters including spaces) 

 

 

 

 

 

 

To SAVE your work, check eligibility, then press SAVE. 



 
 

   
 

Applicant Information 

 

The person who initially creates the Applicant’s profile is pre-loaded as the PI/Applicant.  

Contact information from this person’s Professional Profile (My Profile), including primary institution affiliation, is pre-

loaded to this section of the application. 

Optional: Social media information for public announcements 

Check Payable: Please enter the name of the person to make grant check payable to and the mailing address.  

To update profile, click EDIT PROFESSIONAL PROFILE on this page.  

  

After updating parts 1 (Institution & contact info.), 2 (Degrees) and 4 (Personal Data for Applications; optional) of the 

‘Professional Profile’, go back to the proposal and click on the Applicant drop-down menu at the top and select your 

institution. This will auto-populate all the fields.  

For more detailed instructions on how to complete this section, click the help icon    in the right corner.  

 

 

Please enter OT/PT license (State) information 

here- Optional 

  

Enter which state/s the license is held in, license number and license 

renewal date.   

Attach PI Biosketch here. 

  

  

Attach/Upload PI Biosketch here. A word version of the blank 

biosketch and a biosketch sample can be downloaded from the 

‘Download Instructions & Templates’ or ‘Attachment’ sections of 

the application. Co-PI Biosketch should be uploaded in the ‘Key 

Personnel’ section.   

  

To SAVE your work, click SAVE or press NEXT to go to the next section. 

Enable Other Users to Access this Proposal 

 

Access Permissions 

This screen allows you to give other users access to your grant application. You may use this feature to provide access to 

your mentor/Co-PI/Co-I to add their info. and upload required documents. The person you are giving access to must be a 

registered Proposal Central user. They may use ‘AOTF ProposalCentral Instructions - How to Create a User Account’ to 

register as a Proposal Central user.  

  

To facilitate the process, the system grants access automatically when the contact is added to the Application. If any of 

your signatories/mentors have trouble accessing their signature, please confirm their access level on this page. 

 

https://aotf-my.sharepoint.com/:w:/g/personal/epayne_aotf_org/EQytEe5s-cNCkrFfGuAGEaIB1qyBd3mKx99M_XMUKqm3kw?e=jjQ8Ia


 
 

   
 

Click on the help icon  for more information.  
 
When you give a person access to your grant application, you can give them one of three levels of permissions using the 

drop-down menu.  

These include: 

• View (View only. Cannot change any details.) 

• Edit (Can view and change information in the grant application. Cannot Submit or view this Access Permission 

screen) 

• Administrator (Can view, edit and submit the application. Can give access rights to others.) 

Steps to Give Another Person Access to Your Grant Application: 

• Make sure each person is registered: To grant access to another person, that person must be registered as a "user" 

in the Proposal Central system. If they are not registered, direct them to register the same way that you did. They 

do not need to completely fill out their Professional Profile - only the required fields of first and last name. 

• Enter the "User ID" or the "Email" of the person you wish to give access to in the "User ID/Email" field of the 

"Proposal Access User Selector" section at the bottom of the screen, then click the "Find User" button. The 

person will now be added to the list at the top of the page of users who have access to your application. The 

default access permission is "View." 

• Finally, select the permissions level for the person you have just added - View, Edit, or Administrator - then 

click the "Save" button. 

Note: This process only gives access to your application. Access to your Professional Profile must be done separately 

from within the Professional Profile. 

 

To SAVE your work, press NEXT and go to the next proposal section. 

Organization 

 

  

The Applicant's organization is pre-loaded as Lead Organization. To change, click ‘Change Institution’ button to change 

institution information.    

 

You are required to complete the ‘Verification by Applicant Organization’ form from the PI’s organization 

(assuming that’s where proposed research will be completed) and upload it under ‘Attachments’ tab.  A blank 

version of the form can be downloaded from the ‘Download Instructions & Templates’ or ‘Attachment’ sections of the 

application. 

  

Enter the email addresses of the Signing Official (required), Financial Officer (required), and the Administrative Official 

(optional) from applicant’s/PI’s organization. 

 

  

To SAVE your work, press NEXT and go to the next proposal section. 



 
 

   
 

Key Personnel  

 

Please provide information for your mentor (required), any Co-PI, community partners, and other significant contributors 

to your project. 

To complete this section, make sure your mentor/other key personnel is registered with proposal central. If they 

are, you will be able to add their information by searching up their email and clicking   
  

• Bio sketches will be required for all Co-PIs/Co-investigators.  

• CV may be submitted for the community partner. 

• Letters of support (Community partners): Provide letters of support from all Community Partners involved in the 

project. Upload all letters as a single file in the ‘Attachments’ section.  
• For the mentor, you/mentor will be required to upload a Mentoring Table, a Mentor Biosketch and a Letter of 

Commitment (from the mentor).  

• Mentor Biosketch and mentoring table samples and templates can be downloaded from the ‘Download 

Instructions & Templates’ or ‘Attachment’ sections of this application.  

• Letter of Commitment from the mentor should clearly spell out mentor’s intended role and support of the 

researcher/PI and Co-PIs. The letter should outline mentor’s confidence in the applicants’ ability to 

complete the intended research, list the contribution the mentor intends to make, and their commitment to 

the work. This letter is a primary assurance to the reviewers that the early investigator and their team have 

the support of an experienced researcher. 
 

SAVE your work, then press NEXT and go to the next proposal section. 

Project Cover Letter 

 

 

Include a cover letter for your proposal. Character limit: 3500 

 

Co-PI Eligibility 

 

 

Please enter the email addresses of all Co-PIs on the project. Each Co-PI will receive an email giving them a link to 

download the blank Eligibility form and ability to upload the completed form. There is no limit to the number of Co-PI's 

that may be added. 

 

Once the Co-PI has submitted the form, the applicant/PI will be able to check the status of this section. 

 

*Co-PI's must also provide a Biosketch and Human Subjects Research Training Certificates. 
 

 

 



 
 

   
 

Abstracts & Keywords 

 

Check to ensure the following are selected for your proposal: 

  

• Research Priority Population(s) 

• AOTF Research Priorities 

• Research Approach 

• Research Objectives/Priority Areas 

• Practice Settings 

 

Project Summary:  

 

• Provide a general audience summary of your proposed project for dissemination to the public. 2,500 

characters max, including spaces. Text only. No special characters or formatting.  

• Provide a description of your research for a technical audience. 6,000 characters max, including spaces. The 

description should include a clear, concise description of the proposed research, its significance, innovation, and 

how it addresses objectives for this RFA. Text only. No special characters or formatting. 

• List succinctly the specific objectives/aims of the research proposed and summarize the expected outcome(s), 

including the impact that the results of the proposed research will exert on the research field(s), community 

health and hand therapy practice. Character Limit: 5000  

• Provide a a concrete plan for sharing results with the community and/or outlining next steps for scaling or 

sustaining the work. Character Limit: 2500 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To SAVE your work, press NEXT and go to the next proposal section. 



 
 

   
 

Research Proposal 

 

Includes the following sub sections: 

• Research Strategy/Plan- To be uploaded. Character Limit: 20,000.  

• Plan for Future Studies and Funding 

• Community Partner/Stakeholder Inclusion 

• Resources Available/Plan 

• References and Literature Cited 

• Consortium, Contractual, Consulting Arrangements 

Research Strategy/Plan: 

Organize the Research Strategy in the specified order using the instructions provided below. All documents must be 

created in a text editor of your choice (i.e. Microsoft Word) using Times New Roman font, no smaller than size 12, 

single spaced, with ½ inch borders with the heading ‘Research Strategy/Plan and the name of the PI (Last Name, First 

Name)’ attached as a single file in the ‘Attachments’ section of this application. Character limit: 20,000.  

Start each section with the appropriate section heading: SIGNIFICANCE, INNOVATION, and APPROACH.  

SIGNIFICANCE:  

o Explain the importance of the problem or critical barrier to progress in the field that the proposed project 

addresses.  

o Explain how the proposed project will improve scientific knowledge, technical capability, and/or clinical 

practice in one or more broad fields.  

o Describe how the concepts, methods, technologies, treatments, services, or preventative interventions that 

drive this field will be changed if the proposed aims are achieved.  

o Discuss how the proposed research addresses an AOTF Research Priority and objectives for this RFA.  

INNOVATION:  

o Explain how the application challenges and seeks to shift current research or clinical practice paradigms.  

o Describe any novel theoretical concepts, approaches or methodologies, instrumentation or intervention(s) to 

be developed or used, and any advantage over existing methodologies, instrumentation or intervention(s).  

o Explain any refinements, improvements, or new applications of theoretical concepts, approaches or 

methodologies, instrumentation or interventions. 

APPROACH:  

o Describe the overall strategy, methodology, and analyses to be used to accomplish the specific aims of the 

project. Unless addressed separately in Item 5.5.15, include how the data will be collected, analyzed, and 

interpreted as well as any resource sharing plans as appropriate.  

o Discuss potential problems, alternative strategies, and benchmarks for success anticipated to achieve the 

aims. 

o If the project is in the early stages of development, describe any strategy to establish feasibility, and address 

the management of any high risk aspects of the proposed work.  

o Point out any procedures, situations, or materials that may be hazardous to personnel and precautions to be 

exercised.  
 

Within the research strategy/plan:  
1. Discuss how the proposed research addresses other AOTF Research Objectives.  (Note: All applications must 

address the first three objectives). 
 

 



 
 

   
 

 

AOTF Research Objectives: 

o Lay the necessary groundwork for larger studies to evaluate the effectiveness of occupational therapy 

interventions on occupation, participation, and health. 

o Align with future funding priorities and intended sources of funding. 

o Develop interventions that are client-centered, occupation-based, theory-driven, and manualized. 

o Lead to efficacy (research under tightly controlled conditions) or effectiveness (research under real-world 

o conditions) trials. 

o Cultivate interdisciplinary research teams and partner with communities. 

o Include underserved and diverse populations in research. 

o Mentor new investigators and researchers. 
 

2. Discuss how this proposed project aligns with the scope of occupational therapy practice or contributes to an 

emerging area of OT practice. This alignment ensures that the research not only advances knowledge but also 

strengthens the profession's relevance and reach in addressing real-world challenges. 
 

AOTF will give preferential consideration to applications that utilize common data elements and include in their grant 

applications where appropriate.  NIH encourages the use of common data elements (CDEs) in clinical research, patient 

registries, and other human subject research in order to improve data quality and opportunities for comparison and 

combination of data from multiple studies and with electronic health records. Information can be located on their 

website: https://cde.nlm.nih.gov/ 

Plan for Future Studies and Funding 

State how the proposed research lays the necessary groundwork for larger studies and identify specific funding 

opportunities/notices and sources that will be pursued upon completion of this Grant Award. Include details on any work 

that has already been done related to the proposed project and how this project will build on such previous work. 

Character Limit: 4200 

Community Partner/Stakeholder Inclusion 

o Research must be grounded in the needs of clinicians, patients, caregivers and/or health systems.  

o Summarize how Community Partner will be part of the development and execution of the proposed project.  
o Provide a Community Engagement Plan (Character Limit: 10000). This document will be a description of 

how the project will engage with the community, including the roles of community partners, how the 

Community Partner will be part of the development and execution of the proposed project and how the findings 

will be disseminated and implemented within the community.  
o Provide letters of support from all Community Partners/stakeholders involved in the project. Upload all letters 

as a single file.  
o Both the Community Engagement Plan and the Letters of Support should be uploaded by clicking the ‘Attach 

Files’ button at the top of the ‘Attachments’ section. 
Character Limit: 4200 

Resources Available/Plan 

o Describe facilities, special equipment, consultative services and other relevant resources available for project and 

directly applicable to the proposed work. Describe other in kind or matching support for this project. This 

information is important in determining whether resources available are capable of supporting successful 

completion of proposed project.  
o Describe how the scientific environment in which the research will be done contributes to the probability of 

success (e.g., institutional support, physical resources, and intellectual rapport). In describing the scientific 

https://cde.nlm.nih.gov/


 
 

   
 

environment in which the work will be done, discuss ways in which the proposed studies will benefit from 

unique features of the scientific environment or subject populations or will employ useful collaborative 

arrangements.  
o Describe institutional investment in the success of the investigator, e.g., resources for classes, travel, training; 

collegial support such as career enrichment programs, assistance and guidance in the supervision of trainees 

involved with the ESIs project, and availability of organized peer groups; logistical support such as 

administrative management and oversight and best practices training; and financial support such as protected 

time for research with salary support.  
o If any of these resources are to be obtained through collaborative arrangements, letters confirming 

arrangements must be included in ‘Attachments’ section.   
 

Character Limit: 8000 

References and Literature Cited 

o List all references cited in the Research Plan using APA style. Each reference must include title, names of all 

authors, title of book or article, name of journal and volume number and page numbers, and year of publication. 

References should be limited to relevant and current literature. It is important to be concise and to select only 

those literature references pertinent to the proposed research. 
Character Limit: 8000 

Consortium, Contractual, Consulting Arrangements 

o Summarize and explain any programmatic, fiscal, and administrative arrangements to be made between 

applicant’s organization and consortium organization(s), contractual services, and consultants. If consortium/ 

contractual/consultant activities represent a significant portion of overall project, explain why applicant 

organization, rather than ultimate performer of activities, should be grantee. Additionally, upload any letters or 

agreements related to Consortium, Contractual, Consulting Arrangements as a single file in ‘Attachments’ 

section. 

Character Limit: 8000 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SAVE your work, then press NEXT and go to the next section. 



 
 

   
 

Budget Period detail 

 

Total budget cannot exceed $50,000. The funding duration will last one calendar year from the start date. 

Direct Cost: The research mentor can receive no compensation from this grant program. 

o Identify the PI, Co-PI and all co-investigators regardless of whether salary will be requested. Identify role on 

project, type of appointment, appointment months, total percent effort spent working on the project, salary 

requested and fringe benefits requested.   

o Salaries for the PI or Co-PIs will be capped at 20% of the total budget requested.   

o Identify all consultants, regardless of whether salary will be requested. Consultants should not exceed 10% of 

total award.  

o Identify all community partners, regardless of whether salary will be requested. 

o Itemize all equipment requested.  Equipment is limited to 20% of total award and does not include computers or 

major software. 

o Itemize all supplies requested.   

o Itemize all travel money requested. 

o Itemize all subjects/participants costs requested.  

Indirect Costs: Indirect costs cannot exceed 10% of direct costs.    

Budget Justification 

Provide details for all categories and items of expenditures. Describe specific functions of each personnel, consultants, 

equipment purchases, travel, publications, etc. Identify individuals with appointments of less than full time. If other 

proposals for funding this project are pending, describe in detail how the research plan, budget, and time allocation will 

be adjusted if both proposals are funded. Include the support your organization is providing. 

Describe the specific role of each individual on the project regardless of whether salary will be requested. Tuition is not a 

direct cost. Character limit: 8000 characters. 

SAVE your work, then press NEXT and go to the next section. 

Budget Summary 

This section will auto-populate after the previous section is complete and saved. Check to ensure that the expenses 

are accurate. They will be categorized as ‘personnel Costs’, ‘non-personnel Costs’ and ‘Indirect Costs’. 

 

SAVE your work, then press NEXT and go to the next section. 

 

Current and Pending Support 

In this section, you add all of your existing and pending Support. For each entry, an overlap with this application and 

some description of the overlap could be requested. If so, please save that data in order to complete the support entry for 

submission. 
  
To add your entries, please click the "+" link and all entries previously saved in your Professional Profile will show. 



 
 

   
 

Please select the applicable support, and save. If your Key Personnel have granted you at least View access to their 

profile, you can select Other Support from their profile as well. 
  
To add new Other Support entries, click the "Create New Other Support" button. By default, this entry will be added to 

your profile, unless the option "Add to Profile" is not selected. If you have Edit or Admin access to your Key Personnel's 

profile, you can add new Other Support entries on their behalf to this application and update their profile as well. 

SAVE your work, then press NEXT and go to the next section. 

Assurances & Protections 

 

 

Human Subject Assurance 

  

Does the proposed project involve Human Subjects of  human subjects’ data? If yes, status of IRB approval? Approved or 

pending date? Type? * IRB approval is not required at time of application submission. If award is made, payment will not 

be issued until IRB approval is received by AOTF. Award period dates are fixed and projects will not be extended due to 

a delay in IRB approval submission. 

  

Make sure that the certificates of completion for human subjects protection training are attached for ALL co-investigators 

and other key personnel in the ‘Attachments’ section.  

  

Upload the Protection of Human Subjects Plan in the ‘Attachments’ section: 

If no human subjects are involved and your research has been determined to be EXEMPT by your Institutional Review 

Board (IRB), please state so.  

If research involving human subjects is determined by your Institutional Review Board (IRB) to be NON-EXEMPT and 

your institution has determined that IRB Approval is necessary, then you must provide sufficient information for 

reviewers to determine that the proposed research meets 1) the requirements of the DHHS regulations to protect human 

subjects from research risks and 2) the requirements of Foundation policy on inclusion of women, minorities, and 

children.  

The Foundation does not provide IRB review or make a determination regarding whether IRB Approval is necessary.  

  

A. Risks to Human Subjects.  

1.  Human Subjects Involvement, Characteristics, and Design: Describe the proposed involvement of human 

subjects outlined in the Research Strategy section. Describe and justify the characteristics of the subject 

populations, including their anticipated numbers, age range, and health status if relevant. Describe and justify the 

sampling plan, as well as the recruitment and retention strategies and the criteria for inclusion or exclusion of any 

subpopulation. Explain the rationale for the involvement of special vulnerable populations, such as fetuses, 

neonates, pregnant women, children, prisoners, institutionalized individuals, or others who may be considered 

vulnerable populations. Note that “prisoners” includes all subjects involuntarily incarcerated (for example, 

detention centers) as well as subjects who become incarcerated after the study begins. If relevant to the proposed 

research, describe procedures for assignment to a study group. As related to human subjects’ protection, describe 

and justify the selection of an intervention’s dose, frequency, and administration. List any collaborating sites 

where human subjects research will be performed, and describe the role of those sites and collaborating 

investigators in performing the proposed research. Explain how data will be obtained, managed, and protected.  



 
 

   
 

2.  Sources of Materials:   Describe the research material obtained from living individuals in the form of 

specimens, records, or data. Describe any data that will be collected from human subjects for the project(s) 

described in the application. Indicate who will have access to individually identifiable private information about 

human subjects. Provide information about how the specimens’ records, and/or data are collected, managed, and 

protected as well as whether material or data that include individually identifiable private information will be 

collected specifically for the proposed research project.  

3.  Potential Risks:   Describe the potential risks to subjects (physical, psychological, financial, legal, or other) and 

assess their likelihood and seriousness to the human subjects. Where appropriate, describe alternative treatments 

and procedures, including the risks and potential benefits of alternative treatments and procedures, to participants 

in the proposed research.  

  

B. Adequacy of Protection against Risks.  

1.  Recruitment and Informed Consent: Describe plans for the recruitment of subjects (where appropriate) and the 

process for obtaining informed consent. If the proposed study will include children, describe the process for 

meeting requirements for parental permission and child assent. Include a description of the circumstances under 

which consent will be sought and obtained, who will seek it, the nature of the information to be provided to 

prospective subjects, and the method of documenting consent. If a waiver of some or all of the elements of 

informed consent will be sought, provide justification for the waiver. Informed consent documents need not be 

submitted unless requested.  

  

C. Protections against Risk:   Describe planned procedures for protecting against or minimizing potential risks, 

including risks to privacy of individuals or confidentiality of data, and assess their likely effectiveness. Research 

involving vulnerable populations must include additional protections must include additional protections. Where 

appropriate, discuss plans for ensuring necessary medical or professional intervention in case of adverse effects to the 

subjects. Studies that involve clinical trials must include a general description of the plan for data and safety 

monitoring of clinical trials and adverse event reporting to the IRB and others as appropriate to ensure safety of 

subjects. Potential Benefits of the Proposed Research to Human Subjects and Others: Discuss the potential 

benefits of the research to research participants and others. Discuss why the risks to subjects are reasonable in relation 

to the anticipated benefits to research participants and others. 

  

D. Importance of Knowledge to Be Gained. Discuss the importance of the knowledge gained or to be gained as a result 

of the proposed research. Discuss why the risks to subjects are reasonable in relation to the importance of the 

knowledge that reasonably may be expected to result.  

  

2. E.   Data and Safety Monitoring Plan: If the proposed research includes a clinical trial, include a Data and 

Safety Monitoring Plan. Provide a general description of a monitoring plan that you plan to establish as the 

overall framework for data and safety monitoring. Describe the entity that will be responsible for monitoring and 

the process by which Adverse Events (AEs) will be reported. Be succinct. The frequency of monitoring will 

depend on potential risks, complexity, and the nature of the trial; therefore, a number of options for monitoring 

trials are available. These can include, but are not limited to, monitoring by a: Primary Investigator (required); 

IRB (required); independent individual/safety officer; designated medical monitor; Internal Committee or Board 

with explicit guidelines; data and Safety Monitoring Board (see NIH requirements). A detailed Data and Safety 

Monitoring Plan must be submitted to the applicant’s IRB and for approval prior to the accrual of human subjects. 

  

 

 



 
 

   
 

Vertebrate Animals 

  

Does the proposed project involve Vertebrate Animals? If Yes, status of IACUC approval? Approved or pending date? 

*IACUC approval is not required at time of application submission. If award is made, payment will not be issued until 

IACUC approval is received by AOTF. 

  

Animal Welfare Assurance: Add the institution’s animal welfare assurance number. 

  

Upload Vertebrate Animals Protections:   

  

If the project does NOT include research on vertebrate animals, please state so.   

  

If the project includes research on vertebrate animals, please address the following areas. Research protocols on animal 

subjects must be reviewed by Institutional Animal Care Use Committee (IACUC). If vertebrate animals are involved in 

the project, address each of the five (5) points below. If all or part of the proposed research involving vertebrate animals 

will take place at alternate sites, identify those sites and describe the activities at those locations. Failure to address the 

following points will result in the application being designated as incomplete.  

  

A. Use of Animals. Provide a detailed description of the proposed use of the animals in the work outlined in the Research 

Strategy Plan section. Identify the species, strains, ages, sex, and numbers of animals to be used in the proposed work.  

  

B. Justification.  Justify the use of animals, the choice of species, and the numbers to be used. If animals are in short 

supply, costly, or to be used in large numbers, provide an additional rationale for their selection and numbers.  

  

C. Veterinary Care. Provide information on the veterinary care of the animals involved. 

  

D. Procedures. Describe the procedures for ensuring that discomfort, distress, pain, and injury will be limited to that 

which is unavoidable in the conduct of scientifically sound research. Describe the use analgesic, anesthetic, and 

tranquilizing drugs and/or comfortable restraining devices, where appropriate, to minimize discomfort, distress, pain, and 

injury.  

  

E. Euthanasia. Describe any method of euthanasia to be used and the reasons for its selection. State whether this method 

is consistent with the recommendations of the American Veterinary Medical Association (AVMA) Guidelines on 

Euthanasia. If not, include a scientific justification for not following the recommendations.  

If involvement of animals is indefinite, provide an explanation and indicate when it is anticipated that animals will be 

used. 

  

Inclusion of Women, Minorities, Children 

 

Will the study include women, children and/or minorities? If yes, address each item within your Inclusion of 

Women, Minorities, and Children. 

  

If the project does NOT include human subjects for research, please state so.  

  

A. Inclusion of Human Subjects: If the project includes human subjects for research, please summarize the following. 

Character Limit: 1500 

  

Address, at a minimum, the following four (4) points.  



 
 

   
 

a. The targeted/planned distribution of subjects by sex/gender and racial/ethnic groups. If using existing specimens 

and/or data without access to information on the distribution of women and minorities, so state and explain the 

impact on the goals of the research as part of the rationale that inclusion cannot be described. Alternatively, describe 

the gender and minority composition of the population base from whom the specimens and/or data will be obtained.  

  

b. A description of the subject selection criteria and rationale for selection of sex/gender and racial/ethnic group 

members in terms of the scientific objectives and proposed study design. The description may include, but is not 

limited to, information on the population characteristics of the disease or condition under study. 

  

c. A compelling rationale for proposed outreach programs for recruiting sex/gender or racial/ethnic group.  

  

d. A description of proposed outreach programs for equitable recruitment of members of sex/gender and racial/ethnic 

group as subjects.  

  

B. Inclusion of Children: Address, at a minimum, the following four (4) points.  

  

a. Provide either a description of the plans to include children, or, if children will be excluded from the proposed 

research, application, or proposal, present an acceptable justification for the exclusion.  

  

b. If children are included, the description of the plan should include a rationale for selecting a specific age range of 

children. The plan must also include a description of the expertise of the investigative team for working with 

children, the ages included, of the appropriateness of the available facilities to accommodate the children and the 

inclusion of a sufficient number of children to contribute to a meaningful analysis relative to the purpose of the 

study.  

  

c. When children are involved in research, please address additional protections to children involved as subjects in 

research under Protections Against Risk.  

d. Address any exclusion of any specific age group and justify the exclusion 

 

SAVE your work, then press NEXT and go to the next section. 

  Attachments Checklist 

All required documents must be uploaded to submit the application.  

PI Biosketch  

Required.  

The Biosketch may not exceed five (5) pages. Do not use a font 

smaller than 12. 

 

Mentor Biosketch 

Required.  

The Biosketch may not exceed five (5) pages. Do not use a font 

smaller than 12. 

 



 
 

   
 

Letter of Commitment (from the mentor) 

Required.  

Letter of Commitment from the mentor should clearly spells out 

mentor’s intended role and support of the researcher/PI. The letter 

should outline mentor’s confidence in the applicant’s ability to 

complete the intended research, lists the contribution mentor intends 

to make, and their commitment to the work. This letter is a primary 

assurance to the reviewers that the early investigator has the support 

of an experienced researcher. 

Mentoring table  

Mentoring table samples and templates can be downloaded from the 

‘Download Instructions & Templates’ or ‘Attachment’ sections of 

this application. 

Co-PI/Co-Investigator Biosketch 

Required only if project has a CO-PI/Co-I.  

Use the same template as PI Biosketch. Can be attached in this 

section or when you complete the co-investigator part in the ‘Key 

personnel’ section.  

Research Strategy/Plan 

Required 

Look under ‘Research Proposal’ section for detailed instructions 

regarding this single file upload attachment. 

Verification by Applicant Organization 

Required. 

Upload the completed form. Blank form is available to download in 

this section.  

Human Subjects Research Training Certificates 

Required 

Upload as a single file for all key personnel.   

  

Protection of Human Subjects Plan 

Required, if applicable 

 

Upload as a single file 

 

Institutional Letter of Support for 

Facilities/Equipment/Personnel Time Release 

 

Required 

Provide institutional Letters of Support for facilities, equipment, and 

personnel release time. 

Requirements: File must begin with a cover letter listing letters 

included with name, organization, and purpose; Cover Letter and 

Letters of Support should be uploaded as a single file. 

 



 
 

   
 

Letters of support (from all Community Partners) 

Required 

Provide letters of support from all Community Partners/stakeholders 

involved in the project by clicking the ‘Attach Files’ button at the top 

of the ‘Attachments’ section and upload as a single file. 

 

Community Engagement Plan (Character Limit: 

10000) 

 

Required 

A description of how the project will engage with the community, 

including the roles of community partners, how Community 

Partner/Stakeholder will be part of the development and execution of 

the proposed project and how the findings will be disseminated and 

implemented within the community.  

 

Consortium, Contractual, Consulting 

Arrangements 

 

Upload any letters or agreements related to Consortium, Contractual, 

Consulting Arrangements as a single file.  

 

To SAVE your work, press NEXT and go to the next proposal section. 

PI Demographics  

 

  

PI Demographics includes the following sections: Gender, Race, Ethnicity, Citizenship, US veteran status (optional). 

  

Validate 

 

  

Click the VALIDATE button to check for any missing REQUIRED information or files. All missing required information 

will be listed on the screen. Please correct any missing information before proceeding to the next step - SUBMISSION.  

  

Validating the proposal DOES NOT submit the application to the funder. You must proceed to the submission page and 

click the Submit button there to complete the process. 

  

Signatures  

 

 Required E-Signatures 

  

Applicant must sign the Application prior to submitting it to The American Occupational Therapy Foundation. 

  

 

Before printing, please use the 'Validate' option (in the navigation menu to the left) to verify that you have entered 

all the required information. 



 
 

   
 

  

After you complete all the proposal sections, click on the “Print Application Pages with Attachments” button to 

open and print the cover/signature pages and application files. 

  

You must have the FREE Adobe Acrobat Reader installed to view either of the above options. 
 Attention Apple/Mac users: The default Apple PDF viewer will not work properly. 
 Download the latest version of the Acrobat Reader from Adobe at 

http://www.adobe.com/products/acrobat/readermain.html 
  

To SAVE your work, press NEXT and go to the next proposal section. 

Submit  

 

  

To submit your Application, please click the 'Submit' button.   

  

You will be unable to submit if you have not provided all the required information. Any missing information will be 

listed on the screen. If your submission is successful, you will receive a confirmation message on the screen and a 

confirmation email from pcsupport@altum.com will be sent to the applicant. Please add pcsupport@altum.com to your 

safe senders list to ensure receipt of your submission. 

  

Important Notice: 

We recommend that you verify that the status of your application has changed to 'Submitted'.  

For best results, you should logout and close all ProposalCentral browser windows. 

Login and select the "Proposals" tab and select "Submitted" from the Proposal Status dropdown list.              

Once properly submitted, your application no longer appears on your Home tab. 

  

Application must be submitted by November 3, 2025, at 11:59 PM ET to be eligible. 

If you are having difficulties with Proposal Central platform, please contact their Support Desk.  

CUSTOMER SUPPORT: 

 800-875-2562 (Toll-free U.S. & Canada) 

 +1-703-964-5840 (Direct Dial International) 

 pcsupport@altum.com 

The End  
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