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REQUEST FOR ASSIGNMENT CHANGES

Instructions

To request that NIH's Center for Scientific Review (CSR) change a pending grant application's primary institute or center (IC) assignment. Program officers submit a request for assignment change email correspondence to division coordinators who will initiate an Assignment Change Request (ACR) through the IMPAC ACR module.

Before peer review—NIAID and another IC’s program officer agree that the application has been misassigned, and according to the referral guidelines, a change in primary assignment is required.
After peer review—Do not request an assignment change until after the summary statement has been entered into IMPAC. If NIAID wants to accept primary assignment from another IC after peer review, program divisions should clear applications with budget implications through the budget office before submitting an assignment change request. CSR requires that any request for a change of assignment made after Council review include a statement indicating that the requesting IC will fund the application.
To request a primary assignment change in either of the cases above:
Program officers

· Prepare an assignment change request email that includes the following information: principal investigator (PI) name, grant application number, and any correspondence with PI or other IC.
· In the email, put the name of staff (e.g., branch chief, division director) contacted at NIAID and the other IC.
· Send the email with branch chief concurrence to your division coordinator.
Division Coordinators

· Initiate an ACR through the IMPAC ACR module when a program officer sends you an assignment change request email correspondence.

NIAID ReceiptReferral 
· Verify the information on the ACR and submit it.

Note: An ACR can also be used to 1) request changes in integrated review group review assignment, application number, Council date, activity code (e.g., R01, R03), or 2) withdraw an application (due to being nonresponsive to the notice of funding opportunity).
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