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A helpful guide for creating charts, graphs, illustrations, and 
text for grant applications within the UMB brand guidelines.
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Use UMB Branded Fonts Whenever Applicable 
in School of Medicine Funding Applications.

PAGE 2  |  GRANT APPLICATION STYLE GUIDELINES 

...Applies to Grant Applications

 
*Arial is a preferred font for NIH applications. 

*
Calibri



Use UMB Branded Primary and Secondary Color Palette  
to Create Charts, Graphs, and Illustrations. 
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Helpful Hints for Page Formatting

1. Flush left all text. This avoids spacing 
gaps that happen when type is justified. 

2. Import graphics and set with a 1 point 
black surrounding rule. The box visually 
divides the graphic from the text.

4. Use color to give the 
reader a visual break. 
This improves readability 
when there are a lot of 
pages.

5. Make all figure  
captions consistent. 
10 point Bold Italic is 
suggested.

6. Adhere to page mar-
gins specified in the appli-
cation instructions. 

3. Align graphic boxes to the right or 
left margin.

Follow specific application guidelines for text size, 
spacing, and margins. 
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NIH Applications

NIH has very specific formatting requirements for  
attachments. Failure to follow these requirements  
may lead to application errors upon submission or  
withdrawal of your application by NIH.

Below are some important formatting requirements 
for NIH applications, excerpted from the NIH  
application guidelines:
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Page Size and Margins
Page size should be no larger than standard letter paper size (8 ½” x 11”).
Margins should be at least one-half inch (½”) on all sides — top, bottom, left, and 
right — for all pages. No applicant-supplied information can appear in the margins.

Orientation
Both portrait and landscape orientation for attachment pages are accepted. 
However, keep in mind that landscape can be difficult to read online and may 
require reviewers and staff to scroll to see all available text.

Single vs. Multi-column Page Format
A single-column page format easily adapts to various screen sizes and is highly 
encouraged. Multi-column formats, especially for information spanning multiple 
pages, can be problematic for online review.

Font and Line Spacing
Adherence to font size, type density, and line spacing requirements is necessary 
to ensure readability and fairness. Legibility is of paramount importance. Although 
these requirements apply to all attachments, they are most important and most 
heavily scrutinized in attachments with page limits.

Font size must be 11 points or larger. Smaller text in figures, graphs, diagrams and 
charts is acceptable, as long as it is legible when the page is viewed at 100%. Some 
PDF conversion software reduces font size, so it is important to confirm that the 
final PDF document complies with the font requirements.

Type density must be no more than 15 characters per linear inch (including 
characters and spaces).

Line spacing must be no more than six lines per vertical inch. There is no restriction 
on text color, although black or other high-contrast text colors are recommended 
since they print well and are legible to the largest audience.

(https://grants.nih.gov/grants-process/write-application/
how-to-apply-application-guide/format-attachments)



NIH recommends the following fonts, although other fonts (both serif and non-
serif) are acceptable if they meet the above requirements.
•	 Arial (This is a UMB Font)
•	 Georgia
•	 Helvetica
•	 Palatino Linotype

Page Limits & Lines of Text Limits
Adhere to the page limits defined in the Table of Page Limits of the Application 
Guide (https://grants.nih.gov/grants-process/write-application/how-to-apply-
application-guide), or within the text of the funding opportunity or NIH Guide 
notice (including Notices of Special Interest). Page limits defined in a funding 
opportunity should be followed when different than those found in the Table of 
Page Limits. Page limits defined in a related NIH Guide notice should be followed if 
different than either the Table of Page Limits or the funding opportunity.

If no page limit for an attachment is listed in either the Table of Page Limits, Section 
IV of the funding opportunity under Page Limitations, or in a related NIH Guide 
notice, you can assume the attachment does not have a limit. When preparing an 
administrative supplement application, follow the Table of Page Limits using the 
activity code of the parent award and any additional limits specified in the funding 
opportunity or a related notice.

Some page limits apply to multiple attachments that when combined must 
stay within a designated limit. You may want to prepare your information in a 
single document to ensure you are within the page limit and later break up the 
information into the separate attachments.

Page limits are strictly enforced to include all text included on the page. Do not use 
the appendix or other sections of your application to circumvent page limits

Headers and Footers
Do not include headers or footers in your attachments. NIH will add headers, 
footers, page numbers, bookmarks, and a table of contents when your application 
is assembled upon submission. However, headings (e.g., Significance, Innovation) 
within the text of your attachments improve readability and are highly encouraged. 
Some funding opportunities and form instructions provide guidance on organizing 
the content of attachments including specific headings that must be included.

  
Images

Digital images of material such as electron micrographs or gels must only be 
included within the page limits of the Research Strategy. The maximum size of 
images to be included should be approximately 1200 x 1500 pixels using 256 colors. 
Figures must be readable as printed on an 8.5” x 11” page at (100%) scale. Use 
image compression such as JPEG or PNG.

Video
Videos cannot be imbedded in an application, but are accepted under limited 
circumstances as post-submission material. See NOT-OD-12-141 and NOT-
OD-20-061. When allowed, the application must be structured at the time of 
submission to indicate that a video will be submitted post-submission. 		
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The cover letter submitted with the application must include information about the 
intent to submit a video; if this is not done, a video will not be accepted.

Key images, “stills” and a brief description of each video must be included within 
the page limits of the Research Strategy. Sufficient descriptive information must 
be provided within the research strategy to understand the information presented 
in the video, as not all reviewers may be able to access the video, depending on 
technological constraints.

Hypertext, Hyperlinks, and URLs
Hyperlinks and URLs are only allowed when specifically noted in funding 
opportunities or form field instructions. It is highly unusual for a funding 
opportunity to allow links in page-limited attachments. When allowed, you must 
hyperlink the actual URL text so it appears on the page rather than hiding the URL 
behind a specific word or phrase (hypertext).

PDF Conversion
It is best to produce documents using word-processing software and then convert 
the document to PDF. Although sometimes necessary, avoid scanning text 
documents to produce the required PDFs. 

Do not markup your PDF documents with comments, sticky notes, or other features 
that are added on top of your document content. Do not use bracketing, indenting, 
highlighting, bolding, italicizing, underlining, margin lines, change in typography, 
font, or font color, or any other type of markup to identify changes in Resubmission 
applications.

A PDF that has fillable fields, electronic signatures, text boxes or images becomes 
layered with each of these elements. The existence of these layers interferes 
with the handling of the documents in NIH systems. PDF documents included in 
applications, progress reports, and other information collected in NIH systems 
must be flattened, and all layers merged into a single layer. There are a number of 
methods to flatten a PDF, the easiest of which is to print it as a PDF.

Some PDF conversion software reduces font size, so make sure your final PDF 
document adheres to all font and line spacing requirments.

Do not encrypt or password protect your PDF documents, and disable all security 
features. 

Electronic Signatures
NIH does not allow electronic signatures on PDF attachments within your 
application. To adhere to policies that require signatures on certain format pages 
(e.g., Other Support documents), you can electronically sign the document and 
then flatten the PDF. Documents with wet signatures (e.g., letters of support) can 
be printed, signed, scanned and attached in PDF format.
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Example Graphs Designed Applying the UMB Color Palette
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Examples of a Redesigned Curriculum Figure/Illustration

( BEFORE )

( AFTER )
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Example of a Redesigned Organizational Chart

( BEFORE )

( AFTER )
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Examples of Overall Core Conceptual Designs
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Contact:

Joni M. Prasad, PhD
Assistant Dean for Research Affairs
Assistant Professor, Department of Microbiology & Immunology
Conflict of Interest Officer
University of Maryland School of Medicine
655 West Baltimore St., Room 14-019B
Baltimore, MD 21201

Phone: (410) 706-6353
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