
Example welcome memo from Training Grant Administrator to a Trainee selected for support 
to training grant: 
 
Congratulations on being selected for support on the (Training Grant Name) Training Program 
sponsored by the National Institutes of Health (NIH). This message is very important, please read it in 
its entirety. 
 
First of all, my name is (administrator’s name), and I manage all of the administrative functions 
associated with (Name of Training Grant). 
 
For the next year (specify dates), you will receive a stipend of (specify amounts) as well as GradCare 
and dental insurance and also a portion of your tuition will be paid by the training grant. The training 
grant plans for Fall and Winter tuition, but we do not plan to cover Spring/Summer tuition. 
 
I want to give you a brief overview of the administrative tasks that NIH expects you to complete over 
the next year: 
1. You will need to register on the NIH Commons, if you have not already done so (see instructions 
below) 

a. After you register with the Commons, I will complete a NIH form 2271 (Statement of 
Appointment) for you. 
b. The NIH Commons will then instruct you via email to log in to the Commons and review 
and approve the Statement of Appointment 

 
2. You will need to approve the Statement of Appointment and route the appointment form to the 
Program Director (PI) (a button at the bottom of the form).  Postdoctoral trainees will need to complete 
a Ruth L. Kirschstein National Research Service Award Payback Agreement before beginning the first 
12 months of postdoctoral support.  Please go to the following website to access the form.  When 
completed return it to me for further processing: https://grants.nih.gov/grants/funding/416/phs6031.pdf 
 
3. At the end of your first year, I will ask you to send me some information for the NIH Training 
Grant. I will ask for: 

a. A summary of training received and research undertaken during your training tenure 
b. A list of publications, if any, resulting from the research during this period 
c. A list of grants/fellowships and career awards (if any) that are pending or received 
d. If you terminate your appointment on the training grant before the full year is up, I will ask 
you to state the reason for your early termination. 

 
To register with the NIH Commons, please go to http://orsp.umich.edu/nih-era-commons-registration 
You will be required to log in using your UM uniquename and Kerberos password (Level 1). When 
you get to the part that asks you to select the type of user, you will need to choose "Principal 
Investigator/Faculty" in order to get the correct level of access at the NIH Commons.  After you press 
the "Send Request" button, someone in UM Central Administration will register you at the NIH 
Commons. Once you have been registered, you will receive a message from the Commons that 
provides you with your user ID and temp password. You will need to go to the Commons, log in, 
change your password, and complete your personal profile. After you have completed your personal 
profile on the NIH Commons, please send me your ID so I can complete your appointment form and 
route it to you for your approval. 
 
If you need any assistance at any point during the registration process, please let me know. 

https://grants.nih.gov/grants/funding/416/phs6031.pdf

